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JOB TASKS PERFORMED BY CAREER PREPARATION SYSTEM
ADMINISTRATORS: IMPLICATIONS FOR
LEADERSHIP DEVELOPMENT

Julia K.VanderMolen, Ph.D.
Western Michigan University, 2006

This study represents the results of a quantitative survey measuring the
importance and frequency of job tasks performed by Michigan's Career Preparation
System (CPS) administrators. The census consisted of 120 (n = 120) CPS administrators.
Eighty-six ( n =86) or 72% of CPS administrators participated in the study. A mailed
survey was used to collect data to determine the importance and frequency of 51 job tasks
performed by career and technical education (CTE) administrators identified by a
previous DACUM study for a leadership development program. Quantitative methods
were used to seek an improved understanding of the job tasks performed by CPS
administrators. The results of the study will be used to inform future leadership
development programs.
The findings o f the descriptive results indicated the job tasks important to CPS
administrators. The rankings are as follows: Recordkeeping (M = 3.5); Personnel
Management ( M= 3.4); School-Community Relations ( M= 3.36); Facilities and
Equipment ( M= 3.35); Organizational Management ( M= 3.33); Business and Financial
Management ( M= 3.3); Professional and Staff Development (M = 3.26); Instructional
Management ( M - 3.24); Student Services ( M= 3.23); Program Planning, Development
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and Evaluation ( M= 3.15); and Integrating Academic & CTE Programs (M=2.95).
Significant findings indicated that there were few differences between the job task and
the job type o f a CPS administrator (local CTE directors, shared time CTE directors, area
center directors/principals, and community college deans). A significant finding also
indicated that there was little difference between the job task and the number of years of
experience of a CPS administrator. The information collected from the literature review
and this survey study supports the need for structured leadership development programs
for CTE administrators.
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CHAPTER I
INTRODUCTION
This study examined the importance and frequency of job tasks performed by
Michigan Career Preparation System (CPS) administrators in response to the necessary
skills required to develop leaders for career and technical education (CTE). The study
expanded the dialogue regarding leadership development of CPS administrators within
the state of Michigan by quantifying the importance and frequency of duty areas from a
previous DACUM studies (Norton, 1977; Woloszyk & Manley, 2001) regarding what
occupational tasks were performed by vocational administrators.
Shibles (1988), reporting for the American Association o f Colleges of Teacher
/

Education (AACTE) Subcommittee on the Preparation of School Administrators,
indicated that school administrators will become rapidly outdated “if their preparation
programs in colleges and departments of education do not respond to the calls for change
in preparing them for professional leadership functions” (p. 1). Concerns about
educational leadership development in CTE today arise from two factors: large numbers
of experienced leaders are retiring, and the demands placed on current CTE leaders are
different from those in the past. The review of literature on leadership development in
CTE and in other business and education areas provided the means to describe how
leadership development in CTE is evolving to prepare leaders for the future.
Under the Tenth Amendment to the U.S Constitution, each state has the
fundamental responsibility for education (Calhoun & Finch, 1982). CTE, formerly
known as vocational education, falls under this responsibility. The federal government’s
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initial involvement in CTE came indirectly through several legislative acts. The Land
Ordinance o f 1785, Northwest Ordinance of 1787, Morrill Act of 1862, and the Hatch
Act of 1887 provided support for education and specifically industrial and agricultural
careers with the development of land-grant colleges (Calhoun & Finch, 1982).
Vocational education was directly formalized with the passage of the Smith-Hughes Act
in 1917 for support in secondary schools (Scott & Sarkees-Wircenski, 2001).
From a national perspective, the problem of providing effective administrative
skills in CTE is not new. Over a decade ago, Moss and Liang (1990) reported that
vocational education did not have the number of leaders that were urgently needed nor
was there a systematic effort to develop them. At a local level, few school systems have
made it a priority to identify and groom potential leaders despite a wave of impending
retirements and chronic difficulties in available candidates (Olson, 2000). This crisis in
administrative development for CTE is an issue at the local, state, and federal levels.
Limited educational research has been done to determine the relevance of CTE
leadership development programs. Innovative programs are frequently started but often
fail due to the lack o f instructors and insufficient funding (Chenoweth, 2002; Hess, 2005;
Jackson, 2001). This study sought to determine the necessary components to develop and
improve a leadership development program for CTE leaders. The primary audience for
the study was K-12 CTE consortiums, community colleges, and college and university
leadership development programs. The secondary audience included government
agencies and business institutions interested in the sustainability of leadership
development programs. Today’s CTE leaders should be prepared to handle a host of
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responsibilities and challenges. Current initiatives on the CPS administrators’ agendas
include business and financial management, facilities and equipment management,
integration o f academic and CTE programs, instructional management, organizational
improvement, personnel management, professional staff development, program planning,
development and evaluation, recordkeeping, school-community relations, and student
services (Western Michigan University, 2006).
Problem Statement
The purpose o f this study was to add to the body of knowledge on leadership
development by identifying the importance and frequency of job tasks performed by local
CPS administrators of career-technical education in Michigan. The study attempted
validate the duty areas and the job tasks within those duty areas as outlined in a previous
DACUM study developed by Woloszky and Manley (2001). A goal of this study was to
provide information regarding the needed skills important in training local CPS
administrators to develop future CTE leaders. Finally, the study compared current job
tasks deemed important and performed by administrators to previous DACUM studies to
investigate their continued relevance for CTE leadership training.
Research Questions
Specifically, the following research questions drove this study:
1. What are the demographics of the CPS administrators in Michigan?
2. What are the important job tasks and frequencies of those tasks identified and
performed by current CPS administrators?
3. How do the importance and frequency of job tasks differ among job categories
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(local CTE directors, shared-time CTE directors, area center
directors/principals, community college deans)?
4. Are administrators’ number of years of experience related to their perceptions
o f the importance and frequency a job tasks they perform?
Conceptual Framework for the Study
Based on the problem, the state of Michigan should prepare quality CPS leaders
with the ability to handle today’s challenges and opportunities along with the flexibility
to adapt to future directives. To organize this study of leadership development of local
CPS administrators, the study utilized the findings of a DACUM panel developed by
Woloszyk and Manley (2001), which examined the importance and frequency of job
tasks performed by CPS administrators. From an analysis of job descriptions of current
CPS administrators, the DACUM panel established 11 general duty areas:
Business and Financial Management: preparing CPS budgets, identifying
financial resources for CPS, and developing applications such as grant proposals for
funding CPS.
Facilities and Equipment Management: providing building/equipment for CPS,
managing CTE buildings/equipment, managing the purchase of equipment/supplies
insurance, and managing technology.
Integration o f Academic and CTE Programs', creating needs assessment of
student academic deficiencies and working with academic teachers in developing
contextual activities.
Instructional Management: directing curriculum development (including Career
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Pathways), guiding the development/improvement o f instruction, managing the
development of a master schedule, coordinating schedules/student transportation,
planning/implementing instructional technology, aligning and maintaining curriculum to
standards/licensing requirements, and coordinating alignment (articulation) between
secondary/post secondary agencies.
Organizational Improvement: using information resources to improve CPS
programs, collecting data for decision making, and coordinating NCA/school
improvement activities.
Personnel Management', selecting and recruiting school personnel, supervising
CPS personnel, evaluating staff performance, managing school personnel
policies/procedures, providing mentoring system for new teachers/staff, and creating
planned programs for professional staff.
Professional and S taff Development: appraising personnel development needs of
CTE teachers, providing/scheduling staff development programs, planning for
professional development, participating in academic administrative organizations, and
participating in Michigan Career Development Education (MCDE) and Office of Career
and Technical Preparation (OCTP) activities.
Program Planning, Development and Evaluation: developing local plans for
Career Preparation System (CPS), developing and seeking approval for new stateapproved programs, directing program evaluation, developing/ implementing “tech prep”
plans, developing/implementing local program planning for Career Preparation System
(CPS), and participating in risk management activities.
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Recordkeeping: coordinating recordkeeping with local, intermediate, and state
agencies.
School-Community Relations: organizing/working with a local/regional CPS
program advisory committee, promoting the CPS Program, involving the community in
CPS, participating in government and community agencies, and remaining current with
legislation.
Student Services: managing student recruitment/admissions, providing systematic
guidance services, maintaining school discipline, establishing a student placement
service, coordinating follow-up studies, providing incentives for implementation of
student organizations, implementing classroom management systems,
planning/establishing student services for special populations, and creating a crisis
management/security program (Woloszyk & Manley, 2001).
The 11 duty areas were used as a framework for this study and the development
of the survey instrument.
Methods Overview
Quantitative research methods were used, with data collected by a mailed survey
sent to 120 CPS administrators from K-12 educational institutions and community
colleges within the state o f Michigan. Participants were chosen from a list obtained from
the Michigan Department of Career Development and were designated as CTE
administrators including local CTE directors, shared time CTE directors, area center
directors/principals, and occupational deans from community colleges. The survey was
divided into two sections. The first section consisted of three demographic questions.
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The second section of the survey consisted of 11 distinct duty areas with a Likert-scale
for responses. The 11 duty areas were broken down by specific job tasks for a total of 51
questions.
Terms and Definitions
An understanding o f terminology is critical to communication. In order to offer a
clear description of terms used within this study, the researcher utilized the Michigan
Department o f Labor and Economic Growth, Office of Career and Technical Education
(MDCD, April 2003), to provide consistency in terminology and definition. For the
purpose of clarity within this study, the following terms and definitions are used.
Career and Technical Education (CTE, formally Vocational Education): The terms
vocational education, vocational and technical education, workforce development
education, and career and technical education are used interchangeably. The latest
terminology is career and technical education as outlined in the passage of the Carl D.
Perkins Vocational and Technical Education Act o f 1998, Public Law 105-332.
Career Preparation System (CPS): The CPS system was designed to provide all
students completing the Michigan educational system with the necessary academic,
technical, and work behavior knowledge and skills for success in a career o f their choice
and continued throughout lifelong learning.
Local CTE Director: A local CTE director (a) assures that the district’s
CPS delivery system is based upon goals and objectives in accordance
with state guidelines and approval by the local Board of Education; (b)
assures that vocationally certified or approved personnel, including
support personnel, are employed in all positions requiring such
qualifications; is responsible for promoting and/or providing career and
technical education in-service activities for personnel in the district; (c)
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participates in regional-level planning and coordination of meetings and
activities to maximize cooperation among and between agencies offering
career and technical education and/or employment and training programs
and career preparation planning; (d) is involved in planning and leading
marketing activities within the region and districts to create increased
understanding and awareness in the service area of career and technical
education programs, needs and successes(MDCD, 2005).

Shared-Time CTE Director: A shared-time director is designated by the
Michigan Department of Career Development (MDCD) to perform
administrative duties between two or more education agencies, or between
high schools within large districts, for the purpose of operating jointlyshared career and technical education programs to serve students in the
participating education agencies. (MDCD, 2005)

Regional CTE Administrator. A regional CTE administrator provides
technical assistance, leadership, and coordination for planning activities in
the region; initiates and develops activities necessary to bring about closer
business/industry/education cooperation, including Perkins III, Career
Preparation, Tech Prep, and work with community economic development
activities; provides leadership and/or support for area program
development activities; provides a leadership role in the design and
implementation of a job placement delivery system for career and
technical education graduates; coordinates in-service activities for career
and technical education personnel and appropriate school administrators;
and serves as the primary link for coordinating data collection and student
follow-up reports with Career and Technical Education Information
System. (MDCD, 2005)

Community College Occupational Contact (Dean): The role of a community
college occupational dean is to coordinate all aspects of the occupational education
program through planning and coordination within the college at an appropriate executive
committee level in the college administrative structure. The administrator serves as
liaison for occupational education programs to the Michigan Department of Career
Development, Community College Services Unit; the administrator coordinates and

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

9

prepares the agency's written annual and long-range occupational education plan. The
administrator prepares and administers the institution's annual budget for occupational
education. Each recipient receiving financial assistance under the Perkins Vocational and
Technical Education Act o f 1998 evaluates the effectiveness of each program, using as
the basis, the Perkins III accountability requirements (MDCD, 2005).
Developing A Curriculum (DACUM): DACUM is an approach to occupational
and professional job analysis and is based on three logical premises: (a) expert workers
can describe and define their job/occupation more accurately than anyone else, (b) an
effective way to define a job/occupation is to precisely describe the tasks that expert
workers perform, and (c) all tasks, in order to be performed correctly, demand the use of
certain knowledge, skills, tools, and positive worker behaviors (Norton, 1999).
Vocational Education: The term vocational education has been defined in the
Vocation Education Act of 1963 to mean vocational or technical training or retraining
which is given in schools or classes under public supervision and control or under
contract with a state board or local educational agency. It is conducted as a part of a
program designed to prepare individuals for gainful employment as skilled workers,
semiskilled or technicians or subprofessionals in recognized occupations and in new and
emerging occupations. It is also used to prepare individuals for enrollment in advanced
technical education programs (Wenrich & Wenrich, 1974).
Nature of the Study
To answer the research questions, the researcher used an applied quantitative
research model by surveying CPS administrators of career-technical education from
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across the state of Michigan. Bogdan and Biklen (1998) stated that “applied research
efforts are those that seek findings that can be used directly to make practical decisions
about, or improvements in, program and practice to bring about change with more
immediacy” (p. 209). Applied research studies are directly related to practice and seek to
inform a variety o f audiences. The audiences for the study include local school systems
and career-technical education individuals in institutions of higher education as they are
involved in the preparation of local administrators of career-technical education.
Assumptions and Limitations
A mailed survey is a self-reported instrument. With a self-reporting survey some
responses may be unanswered. Since the study used the entire population of CPS state
approved administrators, the participants were not chosen by a random method.
Therefore, the results o f the study may not allow predictions on how other institutions
might benefit from the recommendations and results of the study. Also, the results may
not be generalized for other vocational educational leadership programs in other states.
Since the results cannot be generalized to other populations, the uses of the conclusions
can be generalized only to Michigan CPS approved administration. In addition, the
research design has some limitations including limitations in depth. Responses to
questions regarding job tasks that are important but may not be performed frequently
could have been enhanced with a qualitative interview process. An interview process
was not used in this study. Another limitation is that the responses were based on the
participants’ perception o f what they do as a job task rather than actual observations of
what they do or should do. Finally, with a relatively small sample, response rate becomes
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critical; without a significant return rate, the power of the study can be low.
Significance of the Study
The body o f knowledge examined included the knowledge, skills/job tasks, and
tools that CPS administrators should have to be successful. The study of the importance
and frequency o f the job tasks performed by current CPS administrators will contribute to
the current body o f knowledge by providing a comprehensive list o f duty areas and jobs
relevant to the development of CPS administrators and leadership development programs.
Results o f the study will provide information to help design and improve current and/or
proposed leadership development programs.
Summary
Moss and Liang (1990) reported that vocational education did not have the
number of leaders that were urgently needed nor was there a systematic effort to develop
them. At the local level, few school systems have made it a priority to identify and
groom potential leaders, despite a wave of impending retirements and chronic difficulties
in finding suitable candidates (Olson, 2000). The determination of the importance and
frequency o f job tasks and the necessary skill sets for CTE administrators can provide
guidance to vocational education institutions. Once known, this information can be used
to develop or enhance leadership development programs and to fill vacant CTE
leadership and administrative positions.
In Chapter II the researcher will present a review o f literature about the history of
career and technical education, CPS and CTE in the state of Michigan, shortages in CTE
administration, vocational administration, requirements for CTE leadership development,
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certification and preparation, and DACUM and leadership development programs.
Chapter III will address the methodology of the study. Chapter IV will illustrate the
results o f statistical analysis and presentations of tables and figures. Chapter V will
present a discussion o f major findings, conclusions, and recommendations for further
research.
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CHAPTER II
LITERATURE REVIEW
The purpose o f this study was to add to the body of knowledge of leadership
development by identifying the importance and frequency of job tasks performed by local
CPS administrators o f career-technical education in Michigan. The review of the
literature is organized into four sections. First, a review of the legislative and historical
context of career-technical education is presented. The shortage o f administrative
leadership in academia in general and in career and technical education in particular is
discussed in section two. The third part of the literature review examines the skills
needed for CTE administrators, and the fourth section examines established leadership
and management development research in academia.
Legislative and Historical Overview of Career-Technical Education
According to the Association for Career and Technical Education (ACTE, 2003),
career and technical education is a large and diverse educational enterprise spanning both
secondary and postsecondary education and a variety of occupational areas, such as
agriculture, business, family and consumer sciences, marketing, health, trade and
industry, and technical/communications (ACTE, 2003). Career and Technical Education
programs were established to provide an alternative to the general curriculum found in
schools at the turn of the 20th century. In 1917, the Smith-Hughes Act emphasized
separation from the classical curriculum and called for a new curriculum that would
better meet the needs of the children of the working class who were attending high school
but were not headed for the professions (Gray, 1991). The Smith-Hughes Act provided
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for continuing implementation of vocational education in agriculture, trade and industry,
home economics, and for teacher training in each of these occupational fields. Funds
were appropriated for the administration of the programs at the national level. The
Smith-Hughes Act essentially provided for an alternative high school curriculum and set
the stage for the separation of vocational and academic education. While there were
many other important pieces of federal legislation that led to the expansion and
improvement of vocational education, significant landmarks included the Vocational
Education Act of 1963 and the Vocational Education Amendment of 1968 (Calhoun &
Finch, 1982).
The Vocational Act of 1963, also known as the Perkins-Morse Bill, addressed the
need for federal funding to be allocated to support vocational programs. In addition, the
Vocational Act o f 1963 expressed the need to eliminate funding by occupational category
in favor of a more flexible organizational structure to better serve the needs of students
(Oklahoma Department o f Career and Technical Education, 2005).
The legislation required that 90% of the funds be allocated on the basis of
a state’s population and for the following purposes: vocational education
for high school students; vocational education for individuals who have
completed or discontinued their high school education, but are available
for full-time study to prepare for employment; vocational education for
persons who are already employed and need training or retraining to
achieve employment stability or advancement in employment; vocational
education for persons who have academic, socioeconomic, or other
handicaps that prevent them from succeeding in the regular vocational
education program; construction of area vocational schools; and/or
ancillary services— such as teacher training, vocational guidance, job
placement, curriculum development, state leadership, and activities to
assure quality in all vocational education programs. (Scott & SarkeesWircenski, 2001)
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The Vocational Education Act of 1968 was also a significant piece of legislation.
It canceled all previous vocational legislation except the Smith-Hughes Act (Scott &
Sarkees-Wircenski, 2001). This act authorized the appropriation of millions of dollars for
vocational education in an attempt to find solutions to some of the nation’s most pressing
social and economic problems. For the first time, special provisions of the Act included
funds for local vocational education leadership and professional development for
experienced vocational educators who wanted to engage in full-time study for a period
not to exceed three years. Savio (1981) described the establishment of the local
vocational administrator position, noting that the position of vocational director was
initially created by the Vocational Education Act of 1963 and supported by the
Amendment of 1968, which permitted states to use federal funds for ancillary services,
such as vocational supervisors and directors if the minimum qualification for these
persons were written into the state plans. The Vocational Education Amendment of 1968
also gave states and local communities more responsibility for programming and
evaluation. However, in order to receive state and federal funds to support their
programs, local leaders were required to submit a plan to the state that justified their
proposed programs.
The Carl D. Perkins Vocational and Technical Education Act, also known as the
Perkins Act, affirmed Congress’s belief that “effective vocational education programs are
essential to the nation’s future as a free and democratic society” (Scott & SarkeesWircenski, 2001, p. 229). Originally authorized in 1984, the Perkins Act had two
indispensable goals:
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(a) “to expand, improve, and modernize, and develop quality vocational
education programs in order to meet the needs of the Nation’s existing and
future work force for marketable skills and to improve productivity and
promote economic growth” and (b) “to assure that individuals who are
inadequately served under vocational education programs are assured
access to quality vocational education programs, especially individuals
who are disadvantaged, handicapped, entering nontraditional occupations
for their sex, adults in need of training or retraining, single parents or
homemakers, individuals with limited proficiency in English, and
individuals who are incarcerated.” (Section 101 (a) as quoted in Scott &
Sarkees-Wircenski, 2001)
As the needs of the nation and society evolved, so too did career and technical
education legislation. Today, the federal vocational education legislation emphasis is
placed on the integration of vocational and academic education and funds are directed to
“all segments” of the population (American Vocational Association, 1998).

The Career Preparation System in the State of Michigan
Across America, career preparation systems are becoming integrated into many
high school curricula. The premise of providing a career connection for students is the
same; the component o f that system may be quite varied and run the gamut from offering
job shadowing experiences on a limited basis, to developing actual academic career
academy schools (Hughes & Mechur, 2001; Maxwell & Rubin, 2000).
Michigan’s Career Preparation System (CPS) is designed to give all students a
jump-start on their futures by providing them with opportunities to explore a variety of
careers throughout their K-12 education and beyond. Michigan’s Career Preparation
System was created through amendments to the FY 1997-98 School Aid Act and by a
1997 Executive Order from Governor John Engler. The goals of the Career Preparation
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System were to ensure that career preparation was fully integrated into the Michigan
education system; to ensure that all students, with their parents, were prepared to make
informed choices about their careers; and to ensure that all students had the types and
levels of skills, knowledge, and performance valued and required by business and
industry (Department of Labor & Economic Growth, 2005). Michigan’s Career
Preparation System is composed of seven broad interrelated components and 17 activity
categories. These components and activity categories were not entirely new and most
had been incorporated into the state’s educational delivery system in varying degrees as a
result of other related initiatives. The greatest contribution of the Career Preparation
System was the “systems” dimension that provided a template for systematically
organizing and integrating programs and services. The template addressed the needs for
students to be lifelong learners and to successfully fulfill the their role as an employed
individual in a career choice (MCCTE, 2006).
The CPS provided the foundation for Michigan’s Career Pathways model,
comprised o f six broad groupings of careers that share similar characteristics and whose
employment requirements call for many common interests, strengths, and competencies.
The six pathways include Arts and Communication; Business, Management, Marketing,
and Technology; Engineering, Manufacturing and Industrial Technology; Health
Sciences; Human Services; and Natural Resources and Agriscience (Michigan
Department of Labor and Economic Growth, 2005). The Career Pathways System is
intended to be an educational resource for career path selection, the development of a
career path progression plan, and an instructional standard on career content for
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educators. In order to be approved and eligible for funding by the State of Michigan, a
career and technical education program must be a wage-earning occupational preparation
program identified by a Classification of Instructional Programs (CIP) code number and
descriptor. CTE programs should include laboratory simulations and work-based
instruction. Instruction must be competency-based and aligned with either state or
national curriculum. Learning plans should be designed based on the student’s
Educational Development Plan. In addition, a Family and Consumer Science program
must prepare students for the roles of family members and workers and must reflect
Michigan standards and benchmarks (MCCTE, 2006).
CTE has always been an elective component of the CPS designed to provide
knowledge and skills leading to initial employment and/or further education and training
upon high school completion. CTE programs in the State of Michigan are administered
by CTE Directors, Shared-Time Directors, CTE Principals, and Occupational Educational
Deans. They may be located in high schools, area career technical centers, community
colleges, and other postsecondary institutions. As of 2002, the State of Michigan listed
120 CPS administrators leading secondary and postsecondary educational institutions
(Personal Communication, 2003).

Shortage of CTE Administrators
The shortage of CTE administrators has been described as a complex, imminent,
and far-reaching problem (Zirkle & Cotton, 2001). Administration has been a
controversial topic within the realm of education for a number of years and controversy
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surrounds the ever-growing shortage of school administrators. Numerous studies have
documented the nationwide shortage of public school administrators (Gilman & LanmanGivens, 2001; Growe, Fontenot, & Montgomery, 2003; Lashway, 2003; Potter, 2001;
Schults, 2001). Whether due to stress, increased workload, salary issues, or increased
accountability, the recruitment and retention of qualified candidates for administrative
positions continues to be a problem (McNeil & Wilmore, 1999). The purpose of the
study was not to document the shortage but rather to help develop a plan to resolve it by
validating a list o f professional development skills set needed by CPS administrators.
The Pipeline: Shortage o f Teachers
According to the U.S. Department of Education (ACTE, 2005), 2.4 million
teachers will be needed over the next decade to staff the nation’s K-12 schools. As this
number is nearly equivalent to the number of teachers currently employed in public
schools, America now finds itself in the grips of the most severe teacher shortage in 40
years The National Bureau of Labor Statistics (NBLS, 2004) reported that there were
127,000 vocational education teachers at the secondary and postsecondary levels in the
U.S. in 2005. Bureau projections indicated that 50,000 new vocational education
teachers will be needed in the next five years, on top of the projected replacement need
for 188,831 vocational technical teachers. The Bureau statistics also showed that more
and more technical education teachers were reaching retirement or choosing to leave
education to pursue other opportunities. A study conducted by Guarino, Brewer, and
Hove (2000) showed that there were more noncertified vocational and technical teachers
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in high schools and technical centers than certified vocational and technical teachers.
These noncertified vocational educators were likely to have an associate’s degree and
related work experience, or they were teaching on annual teaching permits. While CTE
teachers should have relevant occupational work experience, they should also have the
proper academic and professional education skills required for a full teaching
certification (Miller, 1982; Ruhland & Bremer, 2002; Zirkle, 1998).
The need for vocational teachers in Michigan has also been widely studied. A
study conducted by Ferris State University indicated that 40% of Michigan’s CTE
teachers would retire by the end of 2003 (Chrenka, 1989). A study done by the Industrial
Education Department o f Central Michigan University found that approximately 125
vocational technology-related positions in Michigan would go unfilled during the
summer of 1996. The study was repeated in 1999 and found that the shortage had
worsened with 185 unfilled positions state-wide (ACTE, 2005).
With the expanding shortage of qualified vocational teachers, secondary and
postsecondary education institutions across the nation have found themselves in the midst
of an ever-worsening staffing crisis. Some schools in Michigan unable to find qualified
candidates to teach a specific career and technical education subject routinely apply for
emergency certification. While emergency certification has provided a short-term
solution to a pressing problem by allowing schools to employ individuals with relevant
subject-related work experience, it does not address the lack of pedagogical and
classroom management skills of non-certified teachers.
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Retiring Workforce
An aging workforce and retirement have been blamed for the majority of the
shortage o f administrators (Roza, Celio, Harvey & Wishon, 2003). As early as 1991,
there were estimates that by the year 2000 between 50% and 60% of the current general
education principal administrators in the United States would reach the age of retirement
(Muse & Thomas, 1991; Olson, 1999; Parkay & Currie, 1992). “The literature about
potential administrator shortages is abounding with alarms based upon estimates that as
many as one-half o f all public school principals are at retirement age” (NAESP &
NASSP, 1998, p. 4).
In addition to the pending retirements, a number of studies have detailed various
issues in career and technical education teacher preparation, including
certification/licensure requirements, the declining number of teacher education programs
nationwide, and problems of retention (Lynch, 1991,1996,1997; Miller, 1982; Pratzner
& Ryan, 1990; Pucel & Flister, 1997). Since future CTE educational administrators are
drawn largely from the teaching ranks, a shortage of these individuals would translate
into a shortage o f potential leaders (Zirkle, 2001). Statistics from a survey conducted by
the National Association o f Elementary School Principals (NAESP) and the National
Association of Secondary School Principals (NASSP) found that increased
responsibilities, long work days, difficult parents, pressure from school boards, and low
pay have also contributed to the growing shortage of administrators (NAESP, 2001). It is
little wonder that nearly half of the districts surveyed in the NAESP and NASSP study
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reported difficulty in filling their principal vacancies. It is also not surprising that, with
40% of the nation’s 93,200 principal level administrators nearing retirement age, finding
qualified replacements has become a challenge (Potter, 2001).
The shortage o f CTE administrators and teachers in secondary education
institutions was also found in community colleges. In a survey conducted by the
American Association o f Community Colleges (Shults, 2001), 45% of the community
college leadership who responded planned to retire between 2001 and 2007. This
information is significant because presidents come from the ranks of college faculty, as
directors and deans, and ultimately lead the community college. The position of
vocational deans has always been an important position within postsecondary career and
technical education, and it is a position that will become more critical as the vocational
dean is responsible for overseeing the training and development of faculty (Fusch, 1993).

Needed Skills and Competencies for CTE Administrators
Neither a commonly accepted definition nor a set of attributes exist for leadership
or for management o f CTE administrators. According to Bennis and Drucker (cited in
Covey, 2003), “Management is doing things right; leadership is doing the right thing.
Management is efficiency in climbing the ladder of success; leadership determines
whether the ladder is leaning against the right wall” (p. 101). Management is more of an
art; it is based on a philosophy. “Management is the breaking down, the analysis, the
sequencing, the specific application, the time-bound left-brain aspect of effective selfgoverning” (Covey, 2003, p. 147). “Effective management is putting first things first,
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while leadership is deciding what those “first things” are; management is the discipline of
carrying those ‘first things’ out, day-by-day, moment-by-moment” (Covey, 2003, p. 147).
A number o f definitions have been used to describe the responsibilities of
vocational education administrators. The functions of administration within a vocational
education setting included curriculum and program planning; management of instruction;
student development services; personnel administration; fiscal and physical planning and
management; building and constituency; and evaluation, accountability, and research
(Wenrich & Wenrich, 1974). Bentley (1977) explained the different areas that vocational
administrators must pay attention to for operating a successful vocational education
program. According to Bentley, vocational administrators need to be able to
organize an advisory committee, determine community needs, prepare
facilities, purchase and install equipment, locate and obtain funding,
prepare proposals, evaluate, recruit, and train vocational personnel,
develop or select curriculum, establish rapport with teachers, develop
budgets and fiscal management strategies, perform periodic program
evaluation, and promote and update programs.(p. 96)
Baker and Selman (1985) cited Swanson, who defined CTE administration as
follows.
It is the process of planning, organizing and operating an educational
activity for achieving the objective of the activity. There must be some
organized manner for allocating the financial, material, and personnel
resources which are available to an activity. There must be some method
of developing policy, coordinating activities, and assessing the
achievement of the use of these resources in relation to the goals of the
activity. This process is administration, (p. 47)
Valentine (1979) clarified and determined the responsibilities for administrative
tasks performed by local vocational education administrators in Colorado. The data were
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collected from local vocational school directors and their superintendents, as well as from
two- and four-year postsecondary deans/directors of occupational education and their
presidents. The results indicated that the key duties for vocational administrators
included the following: “(a) business and financial management, (b) facilities and
equipment, (c) program planning, development and evaluation, (c) instructional
management, (d) student services, (e) personnel management, (f) community-school
relations, (g) professional relations” (p. 152).
A study by Savio (1981) examined the competencies needed by local
administrators o f Michigan vocational education programs. Savio utilized the
Administrators Inventory, an instrument developed by Norton (1977). This instrument
was administered to 28 Michigan vocational administrators at the secondary,
postsecondary, and career-education-planning district levels to verify the importance of
191 CTE administrative tasks, as well as to determine the level of training required for
each task. The participants ranked evaluation of instructional program effectiveness as
the most important task o f CTE administrators. Other highly rated task areas included
professional relations and self-development, as well as business and financial
management.
Baker and Selman (1985) assessed the competencies needed by vocational
education administrators in Alabama with implications for professional development
programs. The study was designed to determine the following: (a) the administrative
tasks performed by secondary-level vocational education administrators; (b) the
administrative tasks performed by deans of instruction in technical colleges; (c) the
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perceived competency level of administrators and deans to perform the tasks; and (d) the
extent of general agreement among the program superintendents of education, secondarylevel vocational administrators, and the program review reports with regard to the
importance o f competency areas and the related need for program improvement. Baker
and Selman found that the immediate professional development needs for secondary
vocational administrators, by task priority, included developing a complete plan to
promote vocational education, conducting program promotional activities, developing a
community involvement plan, and ensuring continuing communication with advisory
boards.
Finch and McGough (1991) stated that, for vocational administrators to be
effective, they have to perform administrative, supervisory, and leadership activities and
responsibilities that are central to vocational education. The authors defined the roles of
vocational education leaders from a three-dimensional standpoint: the human dimension,
the environmental dimension, and the task dimension. Finch and McGough identified the
four basic elements o f the task dimension as planning, development, management, and
evaluation, which are defined as follows.
Planning
The planning process in occupational education is both difficult and complex.
Input for planning may come from a variety of sources, including the school, the
community, and the work setting, as well as through census and labor market data.
Planning may focus on facilities, equipment, programs, space requirements, and financial
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resources, and definitely includes provision for meeting the needs o f special groups
(special populations) (Finch & McGough, 1991).
Development
Development is a continuous process in vocational education. It represents the
need to improve personnel capabilities and build strong ties outside the walls of the
school. Both internal and external development involves the cooperative implementation
of plans to meet the professional person’s needs. Development within the community
includes various activities, such as dealing with advisory committees, conducting public
relations campaigns, and articulating activities with community organizations and
agencies (Finch & McGough, 1991).
Management
The vocational education leader’s involvement with management may be quite
intense because the area is so broad. Management responsibilities cut across
administrative and supervisory roles and often call for shared involvement in the
execution of initiatives. The management of change processes—including those
impacting curriculum, instruction, support services, personnel, labor relations, and
finances—clearly calls for the active participation of all stakeholders (Finch & McGough,
1991).
Evaluation
A final but no less important element of the task dimension, as defined by Finch
and McGough (1991), is evaluation. The occupational education leader has a continuing
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involvement with evaluation, stemming from an obligation to ensure that programs meet
the standards o f the profession. Evaluation is an integral part o f the educational process
and is conducted by all stakeholders. Evaluation ranges from measurement of student
achievement to accreditation by an outside agency. The leader plays an important role in
the entire evaluation process, beginning with the development of a comprehensive
evaluation plan and continuing through context, input, process, and product evaluation
activities (Finch & McGough, 1991).
CTE directors and administrators should remain aware of changes and trends in
education in general, in CTE, and in business and industry (Calhoun & Finch, 1982).
Administrators should correspond with employers, with employees in the field, and with
teachers and college professors to keep current on changing curricula, teaching methods,
and equipment. Today’s administrators differ from their predecessors in the performance
of many essential managerial tasks. New or current CTE administrators should have the
leadership capacity to develop teams, create conditions for professional learning, use data
to make informed decisions, and creatively use resources (King, 2002). Information
technology has also changed the information processing skills needed to be successful in
CTE. While it is an indirect relationship, it follows that if CTE administrators do not
have the skill sets to perform their work effectively, ultimately students will not be
provided with the necessary skills to succeed in the workplace (Barlow, 2003).
Administrative competencies cannot be studied without examining an
administrator’s professional development or preparation. Lovelace and LaBrecque
(1991) conducted a five-phase study to develop a database that identified the professional
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improvement needs o f postsecondary vocational administrators as articulated by
individuals responding to their survey. The authors identified the tasks performed by
individuals employed in the administration of postsecondary vocational programs. The
participants indicated a need for continuing professional development; however, the
study reported that 54% o f the 438 administrators who responded felt that their
institutions did not provide assistance in developing a plan for professional development.
The results also indicated that the most urgent need for professional development was
related to program planning, development, and evaluation. The authors recommended
the development o f more extensive professional development programs for
postsecondary administrators.
The needed management skills and competencies for CTE administrators found in
the literature are summarized in Table 1.
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Table 1
Summary o f Needed Management Skills and Competencies fo r CTE Administrators

Management Skill

Author/Researcher

Business & Financial
Management

Bentley; Finch and McGough; Woloszyk and Manley;
Savio; Valentine; Wenrich and Wenrich

Facilities & Equipment

Bentley Finch and McGough; Woloszyk and Manley,
Savio; Wenrich and Wenrich

Instructional Management

Woloszyk and Manley; Savio; Valentine

Personnel Management

Bentley; Finch and McGough; Woloszyk and Manley;
Valentine; Wenrich and Wenrich

Professional & Staff
Development

Bentley; Finch and McGough; Woloszyk and Manley;
Savio; Valentine

Program Planning,
Development, & Evaluation

Baker and Selman; Bentley; Finch and McGough;
Woloszyk and Manley; Savio; Valentine; Wenrich and
Wenrich

School-Community Relations

Baker and Selman; Bentley; Woloszyk and Manley;
Valentine

Student Services

Finch and McGough; Woloszyk and Manley Valentine;
Wenrich and Wenrich

Organizational Management

Woloszyk and Manley

Integration of Academic and
CTE Programs

Woloszyk and Manley

Recordkeeping

Woloszyk and Manley

Developing a Curriculum (DACUM)
Job (or task) analysis is an important component in the instructional design
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process of leadership preparation programs. One step in the process is to identify the
duties and job tasks o f an occupational or work force group. Norton (1977) conducted a
national study on the identification and verification o f competencies important to
secondary and postsecondary administrators of vocational education. The study was
revised by Norton in 1987. Research was conducted to identify and verify the
competencies considered important to local administrators of vocational education
through the use of a curriculum development approach called Developing A Curriculum
(DACUM) (Norton, 1999). DACUM involves experts developing lists of job-specific
skills needed for the work process and identifying the general knowledge and skills,
worker behavior, tools, equipment, material, supplies, and so-called “enablers,” including
future job trends and concerns, that are the expected output of the teaching and learning
process (Norton, 1999). DACUM has been successfully used to analyze occupations at
the professional, technical, skilled, and semiskilled levels (Lamoureux & Leeper, 1996;
Norton, 1977). It operates on the following three premises: (a) expert workers are better
able to describe/define their job than anyone else, (b) any job can be successfully and
sufficiently described in terms of the tasks that successful workers in that occupation
perform, and (c) all tasks have direct implications for the knowledge and attitudes that
workers must have in order to perform the task correctly (The National Center for
Research in Vocational Education, 1986). Once the competencies are identified, they are
used as the basis to develop the curriculum. Studying successful administrators helps to
identify the curricular components needed in a leadership development program.
Western Michigan University, in cooperation with Ferris State University,
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conducted a modified DACUM in 2001 for the job title of Michigan Vocational
Administrator. The panel, comprised of state and intermediate school district leaders
involved in CTE, first reviewed a list of competencies developed by the National Center
for Research in Vocational Education at The Ohio State University in 1990 and then
brainstormed additional job duty areas (such as Program Planning, Development and
Evaluation) and tasks (such as developing local plans for Career Preparation Systems
(CPS) under each duty area). Participants proposed and ranked the duties through a
nominal group process. The final job analysis resulted in 11 duties and 51 tasks. The
panel members verbally provided the facilitators with the competencies necessary to
accomplish the task. The Leadership Development Program (LDP) at WMU was
developed using the duties and tasks from the DACUM as a foundation. The LDP was
designed for individuals who have a strong commitment to career and technical education
and a desire to obtain a leadership position at the secondary or postsecondary level. As a
result, the LDP program allows an individual to develop essentials skills for leadership
within Michigan’s Career Preparation System.
The LDP program at Western Michigan University has three essential
components. The first component includes a 3- to 5-day team building and professional
development experience completed during the summer. The second component starts at
the beginning o f the academic year and includes a number of seminars held on selected
weekends. The seminars address administrative and instructional issues affecting career
and technical education. The third component includes an internship or field experience
during the academic year under the supervision of a community college, local, or regional
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school administrator involved with career and technical education. The internship
experience includes the development of a proposal detailing the need for a specific
project designed to improve the quality of career preparation programs and services at the
sponsoring organization.
The content and learning activities for the LDP program through Western
Michigan University (WMU) were developed using a DACUM strategy. The goal of the
current study was to have CPS administrators identify the importance and frequency of
the duties and tasks selected by the panel members and facilitators of the DACUM study
formulated in 2001. The purpose was to accurately identify the 11 duty areas and 51 job
task performed by skilled CTE administrators to insure that LDP participant learning
experiences reflect the leadership responsibilities of practicing CTE administrators.
Elements of Leadership Development Programs
Few CTE administrators are prepared for their positions because of a lack of
professional development opportunities, the daily pressures of the job, and the lack of
funds allocated for improvement (Potter, 2001; Roza, 2003; Zirkle, 1998). These barriers
must be addressed. The need for effective educational administration programs has
reached a crisis level, a crisis that will not be overcome if the number of certification and
administrative preparation programs continues to diminish (Zirkle & Cotton, 2001).
Existing leadership development programs must continue to evolve, or they will fail to
flourish.
Lambrecht, Hopkins, Moss, and Finch (1998) also recommended that CTE
leadership development programs incorporate topics or concepts such as (a) mentoring,
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counseling and advocate support; (b) formal training programs; (c) internships; (d)
various special assignments (on-the-job); and (e) simulations/case studies. These topics
help to provide a foundation for developing a future leader.
Mentoring
The process o f moving from a teaching role to a school leadership role may hold
many surprises for the developing leaders. Aspiring and entry-level school leaders need
encouragement, coaching, and guidance from experienced administrators (Shelton, 1991).
Groff (2001) indicated that a mentorship program is needed and greatly appreciated by
administrative candidates to help ensure successful a transition.
Mentors have received a great deal of attention in the leadership development
literature. Green (1988) noted that the opportunities for learning from the mentor,
feedback from the mentor, increased visibility in the organization, and access to the
mentor’s network are all important benefits of the mentor-protege relationship.
Mentoring is an ongoing process in which individuals in an organization provide support
and guidance to others who can become effective contributors to the goals of the
organization (Daresh, 2001); it is a type of scaffolding which provides opportunities for
educators to acquire new skills in a social context that allows for internalization of skills
(Feiman-Nemser & Parker, 1993).
Administrators need preparation to handle the various situations they will face. In
order to address this need, a number of effective mentorship programs are part of a year
long curriculum or leadership programs for administrators (Malone, 2002). Crow and
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Matthews (1998) noted that mentoring not only provides new administrators with specific
ideas and strategies, it encourages administrators to be more reflective and analytical
about their on-going practice. Mentorship programs “will help in the development of
well-prepared administrators” (Growe & Fontenot, 2003, p. 7).
The benefits of a mentoring program to mold future administrators are numerous.
Not only does the individual being mentored benefit, but the organization and the mentor
benefit as well. Proteges have developed higher levels of credibility, gained confidence,
achieved greater awareness o f their strengths and deficits, and developed human resource
skills and competences in their work. Studies show that mentoring in leadership
programs has been mutually beneficial (Barnett, 1995; Daresh & Playko, 1990).
This is not to say that mentorship programs are devoid of problems. On the
contrary, artificially constructed mentor-protege relationships can create difficulties
(Malone, 2001). Malone goes on to say that not all persons make suitable mentors and
that the best mentors display certain traits, such as the ability to coach, to sponsor, and to
serve as a role model. However, even the most accomplished mentors can fail to connect
with a protege, resulting in a neutral-effect relationship at best. In addition to personality
conflicts, race and gender can further complicate the formation of effective mentorprotege relationships. Ninety-six percent of the nation’s public-school superintendents,
over 80% o f school-board presidents, and 60% of all principals are white males;
whereas, more than 73% o f all teachers and potential future leaders are women
(Blackman & Fenwick, 2000). Renihan and Hosking (1996) suggested that mentorship,
along with recruitment and induction, continuing professional development, professional
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affiliation, and other related themes, is an important component of leadership
development.
Formal Training
Leadership development per se, or as part of an administrator preparation
program, reflects the opinion that leadership, although a complex construct of
characteristics and behaviors can be observed, learned, and taught (Wonacott, 2001).
Administrators need formal training to prepare for their positions; however, few agree on
what the nature o f this training should be (Malone, 2001). Formal induction programs
are too new to have generated a significant body of empirical research (Lashway, 2003).
However, some literature articulates a rationale for such programs and describes the
efforts o f districts to nurture new leaders. Formal training of leaders in career-technical
education programs has been established by the development of formal credit courses and
noncredit activities for pre-service and in-service CTE teachers and administrators.
Internships
Internships have recently been identified as a critical part of effective school
administrator preparation programs (Daresh & Capasso, 2001). Leithwood, Jantzi, and
Coffin (1996) wrote that internships provide authentic experiences and foster real-life
problem solving skills, providing hands-on learning that cannot be gained by classroom
study of theory and relevant information. Cognitive psychology theorists (Lave &
Wegner, 1991; Leithwood, Steinback & Begley, 1992) and adult learning theorists
(Knowles, 1980; Kolb, 1984) suggested that internship training is important. According
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to these theories, administrative preparation programs are enhanced by opportunities that
allow the apprentice to interact with real people while solving real problems in real
schools. Well designed internship programs offer potential administrators many possible
goals.
1. They enable interns to develop administrative competence progressively through
a range o f practical experiences.
2. They allow interns to apply knowledge and skills gained through universities in a
practical setting.
3. They enable interns to test their personal commitment to a career.
4. They provide interns with an opportunity to gain insight into the preparation of a
school, its goals, and how those goals may be achieved.
5. They give interns insights into their progress toward personal and professional
goals.
6. They showcase the talents of interns as potential future school leaders (Daresh &
Capasso, 2001, p. 14)
Internships provide a unique learning experience that allows aspiring
administrators to gain as much information or experience as they wish.
On-the-Job Experience
Until the 1980s, the specific characteristics and impact of on-the-job experience
had been virtually unexplored (Griffiths, Stougt, & Forsyth, 1988; McCauley, 1986).
Then in 1988, McCall, Lombardo, and Morrison (1988) reported a study based upon
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interviews with nearly 200 senior business executives about the on-the-job experiences
that had had the greatest impact upon their careers and what they had learned from them.
Two fundamental conclusions were made. First, on-the-job learning was most likely to
occur when managers were faced with challenging situations. Second, what was learned
from the challenging on-the-job experience was not technical managerial skills but
leadership qualities such as handling relationships, temperament, basic values, and
personal awareness (McCall et al., 1988). Research conducted in a business setting
illustrates that on-the-job experiences are potentially effective for building the leadership
capabilities o f educational administrators and that the nature of those experiences are
significant in determining their effectiveness. Unfortunately, little is known about onthe-job experiences in an educational setting and how they contribute to the education
and leadership capabilities of an administrator (Moss, Hopkins, Lambrecht, & Finch, C.
R.,1998).
Lambrecht, Hopkins, Moss, and Finch (1997) conducted a study on the
importance o f on-the-job experiences in developing vocational leaders. In the study,
successful CTE administrators identified five types of on-the-job experiences that were
helpful to their development as leaders: new positions with new/increased
responsibilities; special start-up work assignments; handling personnel problems (e.g.,
conflicts, firings); being mentored, counseled, and supported; and working with a
supervisor. Participants reported that those experiences helped develop their
communication, team-building, interpersonal, and administrative/management skills and
helped increase their sensitivity, respect for others, self-confidence and self-acceptance,
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and broader perspective about the organization (Lambrecht, et al, 1997). The most
effective on-the-job experiences included a variety of challenging situations, providing
both the motivation and opportunity to learn and apply new skills and knowledge, and a
supportive environment with supervisors as positive role models and mentors as
counselors. Additional evaluations of administrative preparation programs suggest the
importance o f six components: sufficient time on task, placement with mentors and
mentor training, multiple and alternative internship experiences, reflective seminars, field
supervision, and program coordination (Milstein, 1993; Milstein &, Krueger, 1997).
Programs across the country are beginning to focus on identifying and developing
the desirable characteristics o f an effective leader. Higher education institutions have
implemented graduate degree programs, leadership academies, leadership organizations,
and certificate programs to increase the diminishing pool of educational administrators
(K-12, higher education, and CTE). Graduate programs and leadership institutes, such as
the Leadership Development Program offered through Western Michigan University,
Illinois Career and Technical Education Leadership Institute, University of Kentucky,
University o f Las Vegas, Northern Arizona University, and the University of WisconsinStout are addressing the need for developing vocational administrators. Most
administrator training programs focus on what educational leaders should do rather than
on what they should not do (Bulach, Pickett, & Boothe, 1998/ Bulach et al.believe that
knowing what not to do is as important, if not more important, than knowing what to do.
Over the past two decades, the preparation of community college administrators
has followed along the same lines as K-12 educational leadership training and higher
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education (university) administrator preparation (Bragg, 2000). Using these programs as
models, with an emphasis on routine administrative functions, has been paramount in
community college leadership preparation programs. Community college administrators
are taught to plan, budget, supervise personnel, direct student services, evaluate
programs, and so forth. These functions are important, but practitioners demand that this
information be more applicable to the community college environment (Hankin, 1996;
Palmer & Katsinas, 1996).
Conclusion
This review o f the literature discussed the legislation that CTE initiated and the
historical development of vocational education, the shortage of administration, and the
preparation o f vocational administrators. Considerable attention was given to the
necessary tasks performed by vocational administrators and the future professional
development preparation required. Literature specifically related to the local
administration of vocational education programs was almost nonexistent. From the
literature presented, the researcher recognized the need to focus attention on the
development of future leaders in the CTE profession. The study conducted by Kister
(2001) and the work of the National Centers for Research and Dissemination for Career
and Technical Education were presented as evidence of initial efforts to address future
leadership concerns in vocational education. The current study on the importance and
frequency of job tasks performed by CPS administrators adds to the dialogue surrounding
the future leadership and administration of local vocational education programs.
The next chapter describes in detail the methodology used to conduct the study.
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In order to examine the importance and frequency of job tasks performed by CPS
administrators in the state o f Michigan, a quantitative approach was chosen. A summary
of quantitative research in general is presented. In addition, the data collected and data
analysis methods used will be described and then followed by a discussion. The chapter
concludes with a description o f the limitations of the study.
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CHAPTER III
METHODS
Background
The design and methodology used to conduct this research are presented in this
chapter. This chapter also explains the population, data collection procedures, and
statistical methods used for data analysis. The purpose of this study was to investigate
the importance and the frequency of job tasks performed by CPS administrators in the
State o f Michigan in order to design leadership development programs.
Specifically, the following research questions were asked in this study.
1. What are the demographics of the CPS Administrators in Michigan?
2. What are the important job tasks and frequencies of those tasks identified
and performed by CPS administrators?
3. How do the importance and frequency of job tasks differ among job
categories (local CTE directors, shared-time CTE director, area center
director/principal, community college deans)?
4. Are administrators’ number of years of experience related to their
perceptions of the importance and frequency of the job tasks they
perform?
Research Design
This study used a nonexperimental, descriptive, quantitative methodology. In
nonexperimental research, the investigator has no direct influence on what has been
selected to be studied, either because it has already occurred or because it cannot be
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influenced (McMillan, 2004). Descriptive studies describe a given state of affairs as fully
and carefully as possible (Fraenkel, 2000). Creswell (2003) indicated that quantitative
methods are appropriate when identifying those factors that might influence a specific
outcome or when testing a particular theory.
According to Plumb and Spyridakis (1992), survey research may be the best way
to determine attitudes and beliefs. Survey research uses a questionnaire to query people
about what they know, what they do, what they like, or what they believe. Alreck and
Settle (1995) observed that survey research may be an easier, quicker, less expensive, and
a more accurate way to get required information for research study. Survey research is
used to obtain data to determine specific characteristics of a group (Fraenkel, 2000) and
was used in this study to collect data from participants in response to the research
questions. Kerlinger (1986) described survey research as a “useful tool for educational
fact-finding” (p. 386) and “is best adapted to obtaining personal, social facts, beliefs, and
attitudes” (p. 386).
Survey research requires a systematic collection of data from a sample through
questionnaires or interviews. This method is especially appropriate for making
descriptive and inferential observations of a population (Kerlinger, 1986). There are
some advantages in using a mailed survey rather than an interview process for collecting
data. One advantage o f a survey is that it is inexpensive, especially with a large sample.
Also, surveys allow the respondents to answer at their leisure, rather than at the often
inconvenient moment when they are contacted for a phone or personal interview
(Fraenkel, 2000).
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There are some disadvantages to this method that should be noted. There is no
follow-up on misunderstood items. The validity depends on the willingness of the
respondents to provide information. Individuals may not return the survey. Items might
be misinterpreted. There may be respondent bias. The respondents’
information/views/answers may differ significantly from the nonrespondents’ (Fraenkel,
2000).
Census
The entire population o f CPS administrators within the state of Michigan was
invited to participate in the study, therefore representing a census of the population of
interest rather than a sample. The Michigan Department of Career Development
(MCDC) was contacted to obtain a current list of CPS administrators from the state of
Michigan. The list contained 120 administrators from the 2002-2003 academic year.
The list was divided into five distinct groupings or job categories. The first group
consisted of all the occupational deans from Michigan community colleges. The second
group consisted of all the CTE directors from local K-12 school systems including
technical centers and K-12 consortiums. The third group consisted of all the CTE
principals, also from the K-12 systems. The fourth group consisted of all the shared
time CTE administrators from the K-12 system . The final group consisted of other CTE
administrators (which includes one blank returned survey) (i.e., vice-president academic
affairs, assistant principal and regional CTE administrator, career preparation
coordinator, intermediate school district (ISD) administrator, ISD superintendent,
assistant superintendent, assistant superintendent-CTE, regional administrator,
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regional/county ISD-CTE administrator). Though the use of a census was appropriate for
this study, it is not without limitations. The census numbers can only be called estimates
in the end as they can be adjusted to individuals that the census missed (Rumsey, 2003).
Instrumentation
According to Isaac and Michael (1997), the survey method was appropriate for
this type of study because it was (a) systematic—carefully planned and executed, (b)
representative o f the population under study, (c) objective, and (d) quantifiable—yielding
data that could be expressed numerically.
A nationwide instrument developed in 1977 by Norton et al. and modified in 1987
identified competencies needed by vocational administrators at both secondary and
postsecondary institutions. This instrument, the Job Task Survey for CPS
Administrators, came about as a result of the realization that the effective training o f local
administrators had been disadvantaged by the limited knowledge of the necessary skill
sets needed by local administrators and by limited availability of competency-based
materials specifically designed for the preparation o f vocational administrators (Norton,
1983). The current study modified the Job Task Survey for CPS Administrators with the
inclusion of task categories identified by the 2001 DACUM study conducted by Manly
and Woloszyk.
For this study a mailed survey was used to collect information. The survey was
constructed in two parts for data collection. Part I included participant information or
demographic data. Part II was made up of 11 duty areas with 51 job tasks items with
importance and frequency o f job assignment information. Each o f these parts is
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discussed in the following section. A graphic rating scale was used to improve on the
vagueness o f numerical rating scales. A graphic rating scale describes each of the
characteristics to be rated and places them on a horizontal line on which the observer is to
place a check (Fraenkel, 2000).
Demographic Information
The first part o f the survey instrument included a set of closed-ended questions.
Closed-ended questions require a respondent to select his or her answer from a number of
options (Fraenkel, 2000). These questions elicited data about the participants’ job title
(50% or more o f the job assignment), organization type (local K-12 System, Technical
Center, K-12 Consortium, Community College, and Other), and the number o f years of
experience in CTE administration (0-3 years, 4-5 years, 6-9 years, 10-14 years, 15 or
more). This information was later used for descriptive statistics on CPS administrators in
Michigan. These personal and school characteristics were also used to determine the
relationship with the importance of a job task and the frequency of a job task.
Job Assignment Information
The second part o f the survey instrument was comprised of questions formulated
from 11 duty areas by a DACUM study developed by Woloszyk and Manley (2001).
Woloszyk and Manley, along with other DACUM committee members, identified 11
duty areas: (a) program planning, development, and evaluationl; (b) instructional
management; (c) student services; (d) personnel management; (e) professional and staff
development; (f) school-community relations; (g) facilities and equipment management;
(h) business and financial management; (i) organizational improvement, (j) integration of
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academic and CTE; and (k) recordkeeping. The 11 duty areas were further divided into
51 specific job tasks. In total there were 54 questions for which the participants were
asked to respond.
Validation and Reliability of the Instrument
Instrument Validity
The use o f previous DACUM (Norton, 1977; Manley & Woloszyk, 2001) studies
helped to formulate the questions for the survey instrument, providing content validity to
the study. Content validity is based on the extent to which a measurement reflects the
specific intended domain o f content (Carmines & Zeller, 1991). The content validity of
survey instruments is assessed by the review of the items by trained individuals. The
individuals make their judgments about the relevance of the items and about the
unambiguity o f their formulation (Fisher, 2006). Norton (1977) utilized the DACUM
procedure in a national study to identify and verify competencies needed by vocational
administrators. He chose the DACUM method because he wanted input beyond the
traditional reliance on related research. The DACUM committee in Michigan followed
the same method to identify the areas important to CTE administrators in the state.
Reliability
The internal consistency reliability of survey instruments (e.g., psychological
tests) is a measure o f reliability of different survey items intended to measure the same
characteristics (Yu, 2006). The internal consistency approach allows the use of scores
from a single testing session to estimate the reliability. Each test item or question can be
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viewed as a single measurement and is based on the assumption that when a test
measures a single basic concept, items correlate with each other (Ravid, 2000). The
coefficient alpha is one method for measuring internal consistency. The Cronbach’s
alpha (McMillan, 2004, p. 143) method is similar to the Kuder-Richardson method but is
used with instruments in which there is not a right or wrong answer to each item.
Cronbach's alpha is not a statistical test—it is a coefficient of reliability (or consistency)
(UCLA Academic Technology Services, 2005). Alpha coefficient ranges in value from 0
to 1 and may be used to describe the reliability of factors extracted from dichotomous
(that is, questions with two possible answers) and/or multipoint formatted questionnaires
or scales (i.e., rating scale: 1 = poor, 5 = excellent). The higher the score, the more
reliable the generated scale is. Nunnaly (1978) has indicated an alpha of 0.7 to be an
acceptable reliability coefficient, but lower thresholds are sometimes used in the
literature. An alpha measures the extent to which item responses obtained at the same
time correlate highly with each other. The alpha is a measure of level of mean
intercorrelation weighted by variances (in contrast to standardized item alpha, which
equalizes variances), or a measure of mean intercorrelation for standardized data, stepped
up for number of items. Cronbach’s Alpha coefficients for the constructs in the
instrument will be reported in Chapter IV.
Data Collection
The process for preparing the survey instrument included approval by the Human
Subjects Institutional Review Board (HSIRB) at Western Michigan University. Western
Michigan University’s Human Subjects Institutional Review Board approved the
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procedures, protocol, and methodology used in this study on Job Task Survey for Career
Preparation System Administrators (CPS). Copies of (a) the HSRIB approval letter from
WMU, (b) the cover letter, and (c) the survey for CPS administrators can be found in
Appendix A, Appendix B, and Appendix C, respectively.
A mailed survey packet was distributed to Michigan CPS administrators. Each
mailed survey packet contained a cover letter requesting the administrators’ participation
in the study, the survey instrument, and a timeframe reminder sheet on the return of the
survey instrument. The survey took approximately 20 minutes to complete. A selfaddressed, stamped envelope was also included in the packet for return of the completed
survey.
The Michigan Department of Career Development (MDCD) was contacted to
obtain a current list of CPS administrators from the State of Michigan. To protect the
confidentiality o f the participants, all data were stored at the Department of Family and
Consumer Sciences at Western Michigan University in a locked cabinet in a locked
office. The survey instrument contained a code in the upper right comer and was
matched with an administrator’s name in the database from the MDCD. Once the survey
was returned, the name was removed from the database, which ensured confidentiality of
the respondent. This method of coding also helped to ensure that the respondent was not
mailed a second survey.
The returned surveys were then checked off against the database. A second
survey mailing was sent to administrators who had not responded to the first mailing after
4 weeks. Out o f the 120 CPS administrators who were mailed the survey, 86 or 72%
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returned the surveys.
Data Analysis Procedures
A statistical analysis was conducted by utilizing Microsoft Excel and Statistical
Package for Social Sciences (SPSS). Descriptive statistics were used to describe the
overall demographics of the population. Descriptive statistics included percentages,
means, standard deviations, and frequencies to classify and summarize responses,
describe distribution patterns, and determine relationships. Inferential statistics on
statistical significance o f the findings were made using an alpha level of .05. The
Methodology Summary used for the study is shown in Table 2.

Table 2
Methodology Summary
Research Question

Analysis Method

1. What are the demographics of the CPS
administrators?

Descriptive

2. What are the important job tasks and frequencies
of those tasks identified and performed by CPS
administrators?

Descriptive

3. How do the importance and frequency of job
tasks differ among job categories (local CTE
directors, shared time CTE director, area center
director/principal, community college deans)?

ANOVA

4. Are administrators’ number of years of
experience related to their perceptions of the
importance and frequency of the job tasks they
perform?

ANOVA
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Summary
In this study, the importance and frequency of job tasks of CPS administrators were
examined. This descriptive study used quantitative methods to seek the perceptions of
Michigan’s CPS administrative leaders to improve CTE leadership preparation. This
chapter contains details o f the research methods used in this study. Details of the
instrument, instrument reliability and validity, description of the census, data collection
procedure, and the procedures to be used for data analysis were described in this chapter.
Chapter IV presents results of the study. Chapter V discusses the implications of the
results, compares them to prior studies of job tasks, and applies them to the development
of leadership preparation program curricula. Future research directions are also
presented, as are future direction for administrative practice in CTE in Michigan.
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CHAPTER IV
FINDINGS AND ANALYSIS
This chapter presents the results of the research study. The data were analyzed to
determine the importance of job tasks and how frequently the CPS administrators in the
state of Michigan performed these job tasks. A total of 86 usable surveys were analyzed
to achieve the stated purpose o f this study posed in Chapter I. The results of each
statistical analysis and the summary o f the collected responses are described in detail in
this chapter and presented in order of the research questions.
A cover letter and survey were sent to 120 Michigan CPS administrators. A
return rate o f 86 completed surveys (72%) was achieved to collect the data on the
importance and frequency o f job tasks performed by CPS administrators. The survey
instrument consisted primarily of a set of closed-ended questions rating the importance
and then frequency o f job tasks. The questions on the importance of a job task performed
were categorized on a Likert scale from Very Important = (4), Important = (3), Somewhat
Important = (2), to Not Important = (1). The questions on the frequency of a job task
performed were also categorized on a Likert scale from Daily (5), Weekly (4), Monthly
(3), Yearly (2), and Not Applicable or NA (1).
The study’s research questions are discussed in this chapter. The four research
questions were as follows.
1. What are the demographics of the CPS Administrators?
2. What are the important job tasks and frequencies of those tasks identified and
performed by CPS administrators?
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3. How do the importance and frequency of job tasks differ among job categories
(local CTE directors, shared-time CTE director, area center director/principal,
community college deans)?
4. Are administrators’ number of years of experience related to their perceptions
of the importance and frequency of the job tasks they perform?
5. Tables and figures were used to present the data. The summary, conclusions,
and recommendations follow in Chapter V.
Analysis of Demographic Findings

Research Question 1
This research question elicited information on demographic data (job title,
organization type, and years of experience) of 86 CPS administrators within the state of
Michigan. Descriptive statistics were used to summarize the collected data.
Job Title
The census of the study consisted of 120 CPS administrators from the state of
Michigan. A list o f state approved CPS administrators was obtained from the Michigan
Department o f Career Development (MCDC) which identified illustrated the titles of the
120 CPS administrators. O f the 120,49 were listed as area center directors/principals, 43
local CTE directors, and 28 community college deans. The categories of shared-time
directors and others were not listed as the state only provided the researcher with the job
titles of area center director/principals, local CTE directors, and community college
deans. Participants indicated that they were shared-time CTE directors or in another job
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type as identified by the state.
O f the 120 CPS administrators, 86 (72%) completed the survey instrument. Of
the 86,27 (31%) were found to be area center director/principals, 22 (26%) were local
CTE directors, 22 (24%) were community college deans, 13 (15%) were listed as other
(vice-president academic affairs, assistant principal and regional CTE administrator,
career preparation coordinator, intermediate school district (ISD) administrator, ISD
superintendent, assistant superintendent, assistant superintendent-CTE, regional
administrator, regional/county ISD-CTE administrator), and 3 (4%) were shared-time
CTE directors. The responses by job type are found in Table 3.
Table 3
Responses by Job Type

Total in
Census

Frequency
(Total Number
Returned)

Percent
Response
Rate

Percent of
Responses

49

27

55

31

Local CTE Director

43

22

51

26

Community College Dean

28

21

75

24

Job Type
Area Center
Director/Principal

Other

13

15

Shared-Time CTE Director

3

4

120
Total
86
Note: Job title represents 50% or more of the job assignment

100

Organization Type
The second demographic question addressed the type of organization in which
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they work. Of the CPS administrators who responded, 29 (35%) were employed at a
technical center, 22 (27%) at the community college, 16 (20%) indicated they worked
within a local K-12 system, 11 (13%) in other organization types such as area
intermediate school districts, and 4 (5%) in a K-12 consortium. Four respondents did not
respond to this survey question. Table 4 presents the frequency and percentages for
organization type.
A cross tabulation for job title and organizational type was calculated. The cross
tabulation revealed area center director/principal as the largest group employed at a
technical center, with 23 CPS administrators. Table 5 illustrates the cross tabulation
count for organization type to job type.

Table 4
Frequency and Percentages fo r Organization Type

Frequency

Percent

Technical Center

29

35

Community College

22

27

Local K-12 System

16

20

Other

11

13

K-12 Consortium

4

5

Total

82

100

Organization Type
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Table 5
Cross Tabulation Count fo r Organization Type to Job Type

Job Title (50% or more)
Local CTE Director

Organization Type
Local K12 Technical K12 Community
System
Center Consortium College

Other

Total

2

22

14

5

1

Shared Time CTE Director

1

2

3

Area Center Director/Principal

1

23

24

Community College Dean

21

Other

1

Total

16

29

1
4

21

1

9

12

22

11

82

Years o f Experience
The CPS administrators were asked to indicate their years of experience in their
current position. O f the 84 respondents, 37 (44%) indicated 15 or more years of
experience; 15 (18%), 6-9 years of experience;12 (14%), had 0-3 years; 11 (13%), 10-14
years; and 9 (11%) had 4-5 years of experience. Two CPS administrators did not
respond to this demographic question. The frequency and percentages for years of
experience are shown in Table 6.
A cross tabulation for years of experience to job type was computed and revealed
area center directors/principals as having the greatest number of years of experience
followed by local CTE directors. Table 7 displays cross tabulation count for years of
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experience to job type.
Table 6
Frequency and Percentages fo r Years o f Experience

Frequency

Percent

0-3 years

12

14

4-5 years

9

11

6-9 years

15

18

10-14 years

11

13

15 or more

37

44

Total

84

100

Years o f Experience

Table 7
Cross Tabulation Count fo r Years o f Experience to Job Type

Job Type (50% or more)
Shared Time Area Center
Local CTE
CTE
Director/
Community
Years of Experience Director
Director
Principal College Dean Other
0-3 years

4

4-5 years

2

6-9 years

Total

3

4

1

12

1

4

1

9

4

5

2

4

15

10-14 years

2

6

3

15 years or more

10

2

11

8

6

37

Total

22

3

26

21

12

84

1

11
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Summary o f Research Question 1
Hammond, Muffs, and Sciascia (2001), in a national survey, found that the
majority o f active elementary and secondary school principals, whose median age was
50, planned to retire by 57. Forty-eight (57%) of CPS administrators in this study had
10-14 and 15 or more years of experience. If they follow the retirement trend found by
Hammond et al., CPS administrators in Michigan will be retiring in large numbers in the
coming years. The demographics of this study also illustrate where there will be a need
for CPS administrators. Local CTE directors and Area Center Directors and Principals
will be the groups with the largest number of retirements in coming years. Among
community college deans, the years of experience are spread more evenly.
Research Question 2
What are the important job tasks and frequencies of those tasks identified and performed
by CPS administrators?
This research question sought to determine the level of importance of the 51 job
tasks within the larger duty areas as perceived by the CPS administrators. The duty areas
are as follows: Duty Area A: Business and Financial Management; Duty Area B:
Facilities and Equipment Management; Duty Area C: Integrated Academic and CTE
programs; Duty Area D: Instructional Management; Duty Area E: Organizational
Improvement; Duty Area F: Personnel Management; Duty Area G: Professional
Development and Staff Development; Duty Area H: Program Planning; Development and
Evaluation; Duty Area I: Recordkeeping; Duty Area J: School-Community Relations; and
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Duty Area K: Student Service.
Within each duty area, the CPS administrators’ perceptions of the level of
importance o f a job task ranged from (4-Very Important) to (1-Not Important) on the
Likert Scale. The frequency with which they performed a job task within a duty area
ranged from (5-Daily) to (2-Yearly). Those who responded that the duty area did not
apply (1 on the survey form) were coded “missing” and left out o f calculations. The
actual number o f CPS administrators who responded often varied from question to
question within each duty area. Tables 8 and 9 report the means and standard deviations
for importance and frequency of the eleven duty areas and job tasks.
Table 8
Means and Standard Deviations o f Importance o f the Eleven Duty Areas

Job Task

Importance
(4-point scale)
M

SD

Overall Means for Importance for Duty Area A

3.3

0.73

Al. Preparing career preparation systems (CPS) budget

3.5

0.81

A2. Identifying financial resources for CPS

3.3

0.77

Overall Means for Importance for Duty Area of Duty Area B

3.4

0.65

B2. Managing CTE buildings and equipment

3.4

0.93

B3. Managing the purchase of equipment, supplies and insurance

3.4

0.73

Duty Area A: Business and Financial Management (a=0.744)

Duty Area B: Facilities and Equipment Management (a=0.789)
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Table 8 — Continued

Job Task

Importance
(4-point scale)
M

SD

3.3

0.87

Overall Mean for Importance of Duty Area C

2.9

0.80

Cl. Creating needs assessment of student academic deficiencies

3.0

0.91

C2. Working with academic teachers in developing contextual
activities

2.9

0.86

Overall Mean for Importance Duty Area D

3.3

0.58

D2. Guiding the development and improvement of instruction

3.6

0.61

D4. Coordinating schedules and student transportation

2.7

1.0

Overall Mean for Importance of Duty Area E

3.3

0.53

E2. Collecting data for decision making

3.5

0.61

E3. Coordinating NCA and school improvement

3.1

0.87

Overall Mean for Importance of Duty Area F

3.4

0.61

F I. Selecting and recruiting school personnel

3.6

0.76

F6. Creating planned program for professional staff

3.2

0.78

Bl. Providing building and equipment
Duty Area C: Integration of Academic and CTE Programs (a=0.786)

Duty Area D: Instructional Management (a=0.838)

Duty Area E: Organizational Improvement (a=0.494)

Duty Area F: Personnel Management (a=0.878)
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Table 8 — Continued

Job Task

Importance
(4-point scale)
M

SD

Overall Mean for Importance of Duty Area G

3.3

0.50

Gl. Appraising personnel development needs of CTE teachers

3.4

0.69

G2. Providing and scheduling staff development programs

3.2

0.84

G3. Planning for your own professional development

3.2

0.68

G4. Participating in academic administrative organizations

3.2

0.75

Overall Mean for Importance of Duty Area H

3.2

0.58

H5. Developing and implementing regional Perkins Plan

3.5

0.72

H4. Developing and implementing tech prep plans

2.8

0.94

Duty Area G: Professional and Staff Development (a=0.675)

Duty Area H: Program Planning, Development, and Evaluation (a=0.820)
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Table 8 —Continued

Job Task

Importance
(4-point scale)
M

SD

3.5

.76

Overall Mean for Importance of Duty Area J

3.3

0.61

J2. Promoting the CPS program

3.6

0.64

J4. Participating in government and community agencies

3.1

0.82

Overall Mean for Importance of Duty Area K

3.2

0.63

K1. Managing student recruitment and admissions

3.6

0.74

K5. Providing incentives for the implementation of student
organizations

2.6

0.96

Duty Area I: Recordkeeping
(a=note no alpha was computed as this duty area contains one job task)
11. Coordinating recordkeeping with local and regional school
districts, and state agencies
Duty Area J: School-Community Relations (a=0.852)

Duty Area K: Student Services (a=0.877)
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Table 9
Means and Standard Deviations o f Frequency o f the Eleven Duty Areas

Job Task

Frequency
(4-point scale)
M

SD

Overall Means for Frequency for Duty Area A

3.6

0.56

A3. Developing applications/grant proposals for funding CPS

3.9

0.65

A2. Identifying financial resources for CPS

3.4

0.71

Overall Mean for Frequency of Duty Area B

3.2

0.81

B1. Providing building and equipment

3.6

0.88

B3. Managing the purchase of equipment, supplies and insurance

2.8

0.99

Overall Mean for Frequency of Duty Area C

3.7

0.81

Cl. Creating needs assessment of student academic deficiencies

3.5

0.95

Overall Mean for Frequency of Duty Area D

3.6

0.52

D4. Coordinating schedules and student transportation

4.2

0.81

D2. Guiding the development and improvement of instruction

2.9

0.87

Duty Area A: Business and Financial Management

Duty Area B: Facilities and Equipment Management

Duty Area C: Integration of Academic and CTE Programs

Duty Area D: Instructional Management
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Table 9 —Continued

Job Task

Frequency
(4-point scale)
M

SD

Overall Mean for Frequency of Duty Area E

3.3

0.73

E3. Coordinating NCA and school improvement

3.4

1.14

El. Using information resources to improve CPS programs

2.9

1.09

Overall Mean for Frequency of Duty Area F

3.6

0.64

FI. Selecting and recruiting school personnel

3.9

0.60

F2. Supervising CPS personnel

3.5

1.29

F4. Managing school personnel policies and procedures

3.5

1.16

F5. Providing mentoring system for new teachers and staff

3.5

1.00

Duty Area E: Organizational Improvement

Duty Area F: Personnel Management

Duty Area G: Professional and Staff Development
Overall Mean for Frequency of Duty Area G

3.4

0.40

Gl. Appraising personnel development needs of CTE teachers

3.6

0.78

G4. Participating in academic administrative organizations

3.2

0.72
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Table 9 —Continued

Job Task

Frequency
(4-point scale)
M

SD

Overall Mean for Frequency of Duty Area H
H2. Developing and seeking approval for new state-approved
programs

3.8

0.50

4.0

0.44

HI. Developing local plans for Career Preparation System (CPS)

3.7

0.65

H5. Developing and implementing regional Perkins Plan

3.7

0.71

3.3

.091

Overall Mean for Frequency of Duty Area J

3.2

0.72

Jl. Organizing and working with a local and regional CPS program
advisory committee

3.3

0.75

J3. Involving the community in CPS

3.3

0.98

J5. Remaining current with legislation activities

2.9

.077

Overall Mean for Frequency of Duty Area K.

3.7

0.77

K8. Creating a crisis management and security program

4.0

0.87

K7. Planning and establishing student services for special
populations

3.4

1.01

Duty Area H: Program Planning, Development, and Evaluation

Duty Area I: Recordkeeping
11. Coordinating recordkeeping with local and regional school
districts, and state agencies
Duty Area J: School-Community Relations

Duty Area K: Student Services
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Duty Area A: Business and Financial Management
Duty Area A: Business and Financial Management included three job tasks with a
Cronbach’s alpha of a=0.744. This duty area was identified as “Important” to perform
based upon the collective mean of the three job tasks (M=3.5). Looking at individual
tasks in the duty area, 71(87%) of the 86 CPS administrators who responded reported the
job task of A1: preparing a career preparation systems (CPS) budget as “Very
Important” or “Important.” The item had a mean of 3.5 and a standard deviation of 0.81.
The job task of A2: identifying financial resources fo r CPS had a mean o f 3.3 and a
standard deviation o f 0.77. Sixty-three (73%) of the CPS administrators viewed this task
as “Important”; none rated it as “Very Important.” The frequency of Duty Area A:
Business and Financial Management revealed an overall mean o f 3.6 and a standard
deviation of 0.56. The job task performed by CPS administrators A3: developing
applications/grant proposals fo r funding CPS was performed most frequently with a
mean o f 3.9 and a standard deviation of 0.65.
Analysis o f the results indicates that the Business and Financial Management is
rated as “Important” by CPS administrators. With regard to the frequency of job tasks
within this duty area, job tasks were performed primarily on a “Weekly” basis. The
means and standard deviations of importance and frequency within Duty Area A:
Business and Financial Management are reported in Table 8 and Table 9, respectively.
Duty Area B: Facilities and Equipment Management
Duty Area B: Facilities and Equipment Management, with four job tasks, was
identified as an “Important” duty area to CPS administrators, with an overall mean o f 3.4
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and a standard deviation o f 0.65. The alpha for the duty area was a=0.789 on the four job
tasks.
Concerning the frequency of job tasks within this duty area, job tasks were
primarily done “Monthly.” The job task B1: providing building and equipment was
performed most frequently, with a mean of 3.6 and a standard deviation of 0.88. The
means and standard deviations of the importance and frequency of the Duty Area B:
Facilities and Equipment Management are shown in Table 8 and Table 9, respectively.
Duty Area C: Integration o f Academic and CTE Programs
Duty Area C: Integration of Academic and CTE Programs, had two job tasks in
the survey. A majority o f the CPS administrators viewed this duty area as “Somewhat
Important,” with a mean of 2.9 and a standard deviation of 0.88. The alpha for Duty
Area C was a = 0.786. With regards to the frequency of a job tasks within this duty area,
job tasks were performed at varying time frames, with the mean falling between Weekly
and Monthly. The overall mean for the frequency of Duty Area C is 3.7 with a standard
deviation of 0.81. The means and standard deviations of importance and frequency of
Duty Area C: Integration of Academic and CTE Programs are found in Table 8 and Table
9, respectively.
Duty Area D: Instructional Management
Duty Area D: Instructional management included seven job tasks. CPS
administrators viewed this duty area as “Important.” The overall mean was 3.3 with a
standard deviation of 0.58. The alpha for Duty Area D was a = 0.838. The highest
importance mean for Duty Area D was D2: guiding the development and improvement o f
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instruction, with a mean of 3.6 and a standard deviation of 0.61. The job task o f D4:
coordinating schedules and student transportation revealed the lowest importance mean
of 2.7 and a standard deviation of 1.0. The frequency of Duty Area D had an overall
mean of 3.6 and a standard deviation of 0.52. The job task illustrating the highest mean
frequency was D4: coordinating schedules and student transportation, with a mean of 4.2
and a standard deviation o f 0.81. The job task with the lowest mean for the duty area was
D2: guiding the development and improvement o f instruction, with a mean of 2.9 and a
standard deviation o f 0.87. Means and standard deviations for importance and frequency
Duty Area D: Instructional Management are presented in Table 8 and Table 9,
respectively.
Duty Area E: Organizational Improvement
Duty Area E: Organizational improvement included three job tasks. CPS
administrators viewed this duty area as “Important” with an overall mean of 3.3 and a
standard deviation of 0.53. The alpha for this duty area was a = .494, below the 0.7 cut
off for a collective variable. The job task revealing the highest mean for the duty area
was E2: collecting data fo r decision making with a mean of 3.5 and a standard deviation
of 0.61. The job task illustrating the lowest importance mean for Duty Area E:
Instructional Management was E3: coordinating NCA and school improvement with a
mean o f 3.1 and a standard deviation of 0.87. The frequency of this duty area was
computed and revealed an overall mean of 3.3 and a standard deviation of 0.73. The job
task reporting the highest frequency for the duty area was E3: coordinating NCA and
school improvement with a mean o f 3.4 and a standard deviation of 1.14.
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Duty Area F: Personnel Management
Duty Area F: Personnel Management included six job tasks. CPS administrators
generally viewed this duty area as “Important,” with a mean of 3.4 and the standard
deviation of 0.61. The alpha for the duty area was a = 0.878. The job task revealing the
highest mean was F I : selecting and recruiting school personnel, with a mean o f 3.6 and a
standard deviation of 0.76. The job task with the lowest mean value was F6: creating a
planned program fo r professional staff The mean and standard deviation for this job
task was 3.2 and 0.78, respectively. The frequency for the duty area was also calculated.
CPS administrators indicated they performed the job tasks associated with Duty Area F:
Personnel Management “Weekly to Monthly” with an overall mean of 3.6 and a standard
deviation o f 0.64. The job task of F 1: selecting and recruiting school personnel revealed
the highest mean for frequency (M= 3.9, SD = 0.60). The means and standard deviations
of importance and frequency for Duty Area F: Personnel Management are displayed in
Table 8 and Table 9, respectively.
Duty Area G: Professional and Staff Development
Duty Area G: Professional and Staff Development contained five job tasks. This
duty area was viewed as “Important” with a mean of 3.3 and a standard deviation of .50.
The alpha for the duty is 0.675, below the .7 cut off for a collective variable. The job
task revealing the high mean importance was G1: appraising personnel development
needs o f CTE teachers with a mean of 3.4 and a standard deviation of 0.69. The
frequency o f Duty Area G: Professional and Staff Development was calculated and
revealed an overall mean o f 3.4 and a standard deviation of 0.40. The job task reporting
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the highest mean for frequency was G1: appraising personnel development needs o f CTE
teachers, with a mean o f 3.6 and a standard deviation of 0.79. The means and standard
deviations o f importance and frequency Duty Area G: Professional and Staff
Development are detailed in Table 8 and Table 9, respectively.
Duty Area H: Program Planning, Development, and Evaluation
Duty Area H: Program Planning, Development and Evaluation contained seven
job tasks. An average o f 75 CPS administrators responded to this duty area and viewed
this duty to be “Important.” The overall mean and standard deviation of this duty area
were 3.2 and 0.58, respectively. The alpha for this duty area was a=0.820. The job task
that ranked the highest in importance was H5: developing and implementing regional
Perkins Plan with a mean o f 3.5 and a standard deviation of 0.72. The job task that
ranked the lowest in importance was H4: developing and implementing tech prep plans.
This job task had a mean of 2.8 and a standard deviation of 0.94. Administrators
indicated that Duty Area H was the most consistently frequent o f all duty areas. The
overall mean for frequency o f Duty Area H was 3.8 and standard deviation 0.5. The job
task revealing the highest mean of frequency for the duty area was H2: developing and
seeking approval fo r new state-approved programs with a mean of 4.0 and a standard
deviation o f 0.44. Means and standard deviation of importance and frequency o f the
Duty Area H: Program Planning, Development and Evaluation are presented in Table 8
and Table 9, respectively.
Duty Area I: Recordkeeping
Duty Area I: Recordkeeping lists one job task. A majority o f CPS administrators

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

70

viewed this duty area as “Very Important to Important” with a mean of 3.5 and a standard
deviation of .076. The mean frequency was 3.3, indicating that administrators performed
this almost monthly. The means and standard deviations of importance and frequency of
Duty Area I: Recordkeeping are found in Table 8 and Table 9, respectively.
Duty Area J: School-Community Relations
Duty Area J: School-Community Relations contained five job tasks, and had a
mean o f 3.3 and a standard deviation of 0.61, indicating that CPS administrators view this
duty area as “Important.” The alpha for this duty area was a = 0.852. The job task of J2:
promoting the CPS program had the highest mean (M= 3.4, SD = .75). The job task of
J4: participating in government and community agencies had the lowest mean (M = 3.1,
SD = .82). The frequency of this duty area revealed an overall mean and standard
deviation of M = 3.2 and SD = 0.72. The job tasks displaying the highest and lowest
frequency o f performance for the duty area were J1: organizing and working with a local
and regional CPS program advisory committee with a mean of 3.3 (Monthly) and a
standard deviation o f 0.75 and J5: remaining current with legislation activities with a
mean o f 2.9 (Monthly to Yearly) and a standard deviation of 0.77. The means and
standard deviations o f importance and frequency of Duty Area J: School-Community
Relations are illustrated in Table 8 and Table 9, respectively.
Duty Area K: Student Services
Duty Area K: Student Services has eight job tasks, with an overall mean of 3.2
and a standard deviation o f 0.63. This duty area was viewed as “Important” by 74 CPS
administrators. The alpha for the duty area was a = 0.877. The job task that ranked the
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highest in importance was K1: managing student recruitment and admission with a mean
of 3.6 and a standard deviation of 0.74. The job task ranked the lowest in importance was
K5: providing incentives fo r the implementation o f student organizations with a mean of
2.6 and a standard deviation of 0.96. The frequency of Duty Area K: Student Services
had an overall mean of 3.8 and a standard deviation of 0.77, indicating that administrators
perform these duties monthly to weekly. The job task with the highest mean frequency
for Duty Area K was K8: creating a crisis management and security program. This job
task had a mean o f 4.0 and a standard deviation of 0.87. The job task with the lowest
mean frequency for Duty Area K was K7: planning and establishing student services fo r
special populations with a mean o f 3.4 and a standard deviation of 1.01. The means and
standard deviations o f importance and frequency of Duty Area K: Student Services are
reported in Table 8 and Table 9, respectively.
Summary o f Research Question 2
The duty areas were generally rated “Very Important” to “Important” by CPS
administrators. The duty areas that were most important to CPS administrators were:
Duty Area I: Recordkeeping (M = 3.5); Duty Area F: Personnel Management (M= 3.4);
and Duty Area J: School-Community Relations (M= 3.36). The overall means of
importance in descending order by duty area are reported in Table 10.
The duty areas that were rated as Daily, Weekly, Monthly, and Yearly are also
ranked in descending order. The three duty areas that were performed most frequently
were: Duty Area H: Program Planning, Development and Evaluation (M = 3.8); Duty
Area C: Integration o f Academic and CTE Programs (M= 3.7); and Duty Area K:
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Student Services (M=3.7). The overall means of frequency in descending order by duty
area are illustrated in Table 11.
Duty Area G: Professional and Staff Development ranked 7th for importance and
frequency. The overall mean value for importance of this duty was 3.26. The overall
mean value for frequency o f this duty area was 3.4. Duty Areas I and J ranked in the top
three for importance but ranked in the bottom three for frequency. Duty Areas H, C, and
K all ranked in the bottom three for importance but ranked in the top three for frequency.

Table 10
Overall Means o f Importance in Descending Order by Duty Area
Duty Area

Mean

Importance

Duty Area I: Recordkeeping

3.5

Important

Duty Area F: Personnel Management

3.4

Important

Duty Area J: School-Community Relations

3.36

Important

Duty Area B: Facilities and Equipment Management

3.35

Important

Duty Area E: Organizational Improvement

3.33

Important

Duty Area A: Business and Financial Management

3.3

Important

Duty Area G: Professional and Staff Development

3.26

Important

Duty Area D: Instructional Management

3.24

Important

Duty Area K: Student Services

3.23

Important

Duty Area H: Program Planning, Development, and
Evaluation

3.15

Important
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Table 10 — Continued

Duty Area

Mean_________Importance

Important to
Duty Area C: Integration of Academic & CTE
Somewhat
Programs__________________________________________ 2.95__________ Important
Note: Means for duty areas were rounded to the Likert scale (4.0=Very Important to
l=Not Important). Duty areas with means of 3.5 or lower are listed as Important and
duty areas with means below 3.0 are listed as Somewhat Important.

Table 11
Overall Means o f Frequency in Descending Order by Duty Area

Duty Area

Mean

Frequency

Duty Area H: Program Planning, Development and
Evaluation

3.8

Weekly

Duty Area C: Integration of Academic and CTE
Programs

3.7

Weekly

Duty Area K: Student Services

3.7

Duty Area A: Business and Financial Management

3.6

Duty Area D: Instructional Management

3.6

Duty Area F: Personnel Management

3.6

Weekly
Weekly to
Monthly
Weekly to
Monthly
Weekly to
Monthly

Duty Area G: Professional and Staff Development

3.4

Monthly

Duty Area E: Organizational Improvement

3.3

Monthly

Duty Area I: Recordkeeping

3.3

Monthly

Duty Area B: Facilities and Equipment Management

3.2

Monthly

Duty Area J: School-Community Relations

3.2

Monthly
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Interestingly, the importance and frequency of the duty areas were quite different,
an almost inverse relationship. The implications of these differences will be discussed in
Chapter V.

Research Question 3
The third research question asked whether and how the importance and frequency
of job tasks differs among job categories (local CTE directors, shared-time CTE director,
area center director/principal, community college deans).
Research Hypothesis 1: There is no significant difference among job type
categories o f CPS administrators on the importance or frequency of a job task within a
duty area.
H0: H i

local CTE director

H2 shared-time CTE director

H3 area center director /principal

H4

community college deans

Ha: Hi local CTE director ~t~ H2 shared-time CTE director^ H3 area center director /principa1^H4
community college deans

Analysis o f variance was conducted on the CPS administrators’ ratings of how
important and how frequent a job task was within various duty areas. No variables in
duty areas Duty Area A: Business and Financial Management; Duty Area C: Integration
o f Academic and CTE Programs; or Duty Area J: School-Community Relations revealed
significant differences for importance or frequency when a job task was compared among
the job types o f CPS administrators. The duty area revealing a difference for importance
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was Duty Area H: Program Planning, Development, and Evaluation. The duty areas
revealing a significant differences for importance and frequency by job type were Duty
Area B: Facilities and Equipment Management; Duty Area D: Instructional Management,
Duty Area E: Organizational Improvement; Duty Area F: Personnel Management; Duty
Area G: Professional and Staff Development; Duty Area H: Program Planning,
Development, and Evaluation; Duty Area I: Recordkeeping; and Duty Area K: Student
Services. Significant ANOVA results for Importance by Job Type and for Frequency by
Job Type are reported in Table 12 and Table 13, respectively.

Table 12
Significant ANOVA Results fo r Importance by Job Type

Variable

F(df= 4)

P

B2: Managing CTE buildings and equipment,

4.15

.004

B3: Managing the purchase of equipment, supplies and
insurance

4.89

.001

D3. Managing the development of master schedule

2.58

.045

D4. Coordinating schedules and student transportation

7.2

.000

2.449

.054

Duty Area B: Facilities and Equipment Management

Duty Area D: Instructional Management

Duty Area E: Organizational Improvement
E3. Coordinate NCA and school improvement activities

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

76

Table 12 — Continued

Variable

F(df= 4)

P

Duty Area F: Personnel Management
F I. Select and recruit school personnel

2.668

.039

F3. Evaluate staff performance

3.516

.011

F4. Manage school personnel policies and procedures

2.995

.024

Gl. Appraise personnel development needs of CTE teachers

4.040

.005

G2. Provide and schedule staff development programs

2.876

.029

H I. Develop local plans for Career Preparation Systems
(CPS)

2.895

.028

H3. Direct program evaluation

2.595

.043

H4. Develop and implement tech prep plans

3.824

.007

H5. Develop and implement regional Perkins Plan

2.643

.041

H6. Develop Career Preparation System (CPS) plan

5.943

.000

9.339

.000

K1. Manage student recruitment and admissions

4.764

.002

K2 Provide systematic guidance services

3.943

.006

K3. Maintain school discipline

9.475

.000

Duty Area G: Professional and Staff Development

Duty Area H: Program Planning, Development, and Evaluation

Duty Area I: Recordkeeping
11. Coordinate recordkeeping with local and regional school
districts, and state agencies
Duty Area K: Student Services
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Table 12 — Continued Table
Variable

F(df=4)

K4. Establish a student placement service and coordinate
follow-up studies
K6. Implement classroom management systems

P

3.443

.013

10.150

.000

4.587

.002

K8. Create a crisis management and security program

Table 13
Significant ANOVA Results fo r Frequency by Job Type

F (df=4)

P

3.688

.012

D3. Manage the development of master schedule

6.437

.000

D4. Coordinate schedules and student transportation

4.907

.001

Variable
Duty Area B: Facilities and Equipment Management
B3. Manage the purchase of equipment, supplies and
insurance
Duty Area D: Instructional Management

_

D5. Plan for and implement instructional technology_______________4.8

.002

Duty Area E: Organizational Improvement
E3. Coordinate NCA and school improvement activities______ 2.710_____.037
Duty Area F: Personnel Management
F3. Evaluate staff performance

3.837

.007

F4. Manage school personnel policies and procedures

4.124

.007

F5. Provide mentoring systems for new teachers and staff

6.210

.000
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Table 13 — Continued

Variable

F(df= 4)

P

Duty Area G: Professional and Staff Development
G1. Appraise personnel development needs of CTE teachers

5.113

.000

G4. Participate in academic administrative organizations

3.435

.013

4.087

.006

K3. Maintain school discipline

11.31

.000

K5. Provide incentives for the implementation of student
organizations

4.261

.000

K6. Implement classroom management systems

5.887

.000

Duty Area I: Recordkeeping
II. Coordinate recordkeeping with local and regional school
districts, and state agencies
Duty Area K: Student Services

Post-Hoc Analysis o f ANOVAS
In order to determine patterns of difference among CPS administrator groups on
the importance and frequency of job tasks, post-hoc comparisons (Tukey’s HSD,/? = .05)
were performed for all duty areas that had a statistically significant omnibus F on
ANOVA. Results are presented by duty area.
Duty Area B: Facilities and Equipment Management. Tukey post-hoc tests
revealed that the mean level of importance to the job task of B2: manage CTE building
and equipment o f the Area Center Director/Principal (M= 3.76) was significantly higher
than the Community College Dean (M = 2.95), p = .018. However, other post hoc
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comparisons were non-significant, p<.05. A Tukey post-hoc test revealed the mean level
o f importance for the job task of B3: manage the purchase o f equipment, supplies, and
insurance of the Area Center Director/Principal (M= 3.6), Local CTE Director (M= 3.5),
and Community College Dean (M= 3.4) was significantly higher than the Other CPS
administrator (M= 2.4) category, p=.000. These results are illustrated in Table 14.
Tukey post-hoc tests revealed that the mean level of frequency to the job task of
B3: manage the purchase o f equipment, supplies, and insurance of the Other CPS
administrators (M = 4.0) was significantly higher than the Area Center Director/Principal
(M = 2.7), Local CTE Directors (M= 2.7), and Community College Deans (M= 2.5),
p=.012. These results are illustrated in Table 15.
Table 14
Post Hoc Tukey HSD o f Importance o f Duty Area B: Facilities and Equipment
Management by Job Type
Dependent
(I) Job Title
Variable_______ (50% or more)
B2. Manage
CTE buildings
and equipment
Area Center
Director/Principal

M

(J) Job Title
(50% or more)

Community
3.8 College Dean

M

Mean
Difference
(I-J)

Std.
Error

Sig.

.81

.255

.018

2.9
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Table 14— Continued

Dependent Variable

(I) Job Title
(50% or more)

M

(J) Job
Title
(50% or
more)

M

Mean
Difference
(I-J)

Std.
Error Sig.

B3. Manage the
purchase of equipment,
supplies and insurance
Local CTE Director

3.5 Other

2.4

1.1

.289 .004

Area Center
Director/Principal

3.6 Other

2.4

1.3

.286 .000

Community College
Dean

3.4 Other

2.4

1.1

.291 .005

Table 15
Post Hoc Tukey HSD o f Frequency o f Duty Area B: Facilities and Equipment
Management by Job Type

Dependent Variable

(I) Job
Title
(50% or
more) M

(J) Job Title
(50% or more)

M

Mean
Difference
(I-J)

Std.
Error

Sig.

B3. Manage the
purchase of equipment,
supplies and insurance
Other

4.0 Local CTE Director
Area Center
Director/Principal

2.7

1.72

.46 .003

2.7

1.37

.44 .023

Duty Area D: Instructional Management
Tukey post-hoc tests revealed that the mean level of importance for the job task of
D3: manage the development o f master schedule of Community College Deans (M = 3.4)
was significantly higher than Shared Time CTE Directors (M= 1.67), p=.024, but not
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significantly higher than the other groups. Post-hoc tests were calculated on the job task
of D4: coordinating schedules and student transportation. They revealed that the mean
level of importance to the job task for Local CTE Directors (M = 3.14), p<.000 and Area
Center Director/Principasl (M= 2.8), p=.001 were significantly higher than Community
College Deans (M = 1.57). The Tukey HSD of Importance o f Duty Area D: Instructional
Management by Job Type is shown in Table 16.
Tukey post-hoc tests revealed that the mean level of frequency for the job task of
D3: manage the development o f master schedule for Local CTE Directors (M= 4.0) and
Area Center Director/Principals ( M - 4.1) was significantly higher than for Community
College Deans (M = 3.4), p=.000. A post-hoc test was also calculated on the job task D4:
coordinating schedules and student transportation. Significant differences were found
between Community College Deans (M= 4.6) and Area Center Director/Principals (M =
3.9), p=.000. The category o f Other CPS administrator was higher (M = 4.9) than Local
CTE Directors (M = 4.0) and Area Center Director/Principals ( M - 3.9). The final job
task for Duty Area D revealed a significant difference between job types and the
frequency o f the job task D5: planning fo r and implementing instructional technology
with Other CPS administrators (M = 4.2) showing a higher mean than Area Center
Directors/Principals (M = 3.3) and Community College Deans ( M - 3.0), p=.002. The
post hoc Tukey HSD o f Frequency of Duty Area D: Instructional Management by Job
Type is shown in Table 17.
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Table 16
Post Hoc Tukey HSD o f Importance o f Duty Area D: Instructional Management by
Job Type

Dependent
Variable

(I) Job Title
(50% or more)

M

(J) Job Title
(50% or
more)

M

Mean
Difference
(I-J)

Std.
Error

Sig.

D3. Manage the
development of
master schedule
Community
College Dean

Shared Time
3.4 CTE Director 1.7

1.75 .56963 .024

Local CTE
Director

Community
3.1 College Dean 1.6

1.57

Area Center
Director/Principal

Community
2.8 College Dean 1.6

1.27 .29471 .001

D4. Coordinate
schedules and
student
transportation
.30675 .000

Table 17
Post Hoc Tukey HSD o f Frequency o f Duty Area D: Instructional Management by
Job Type

Dependent
Variable

(I) Job Title
(50% or more)

M

(J) Job Title
(50% or
more)

M

Mean
Difference
(I-J)

Std.
Error

Sig.

D3. Manage the
development of
master schedule
Community
Local CTE Director 4.0 College Dean
Community
Area Center
Director/Principal
4.1 College Dean

3.4

.74

.225 .013

3.4

.65

.215 .028
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Table 17—Continued
(I) Job Title
Dependent
(50% or
Variable________ more)____ M

(J) Job Title
(50% or more)

Mean
Difference
Std.
M ____ (I-J)_____ Error

Sig.

D4. Coordinate
schedules and
student
transportation
Community
College
Dean

Area Center
4.6 Director/Principal

3.9

1.15

.356 .016

Other

Local CTE
4.9 Director

4.0

1.30

.454 .042

Area Center
Director/Principal

3.9

1.60

.434 .004

Area Center
Other 4.2 Director/Principal

3.3

0.96 .28890 .011

3.0

1.22

D5: Planning for
and implementing
instructional
technology

Community
College Dean

.3012 .001

Duty Area E: Organizational Management
Tukey post-hoc tests revealed that the mean level of frequency for the job task of
E3: coordinate NCA and school improvement activities of Shared Time CTE Directors
(M= 4.3) was significantly higher than for Area Center Director/Principals ( M - 3.0),
p=.037. However, other post hoc comparisons were not significant, p<.05. The post hoc
Tukey HSD o f Frequency o f Duty Area D: Instructional Management by Job Type is
shown in Table 18.
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Table 18
Post Hoc Tukey HSD o f Frequency o f Duty Area E: Organizational Management

Dependent Variable

(I) Job
Title (50%
or more)

M

(J) Job Title
(50% or more)

M

Mean
Difference
(I-J)

Std.
Error

Sig.

E3: Coordinate
NCA and school
improvement
activities
Shared
Time CTE
__________________ Director

Area Center
4.3 Director/Principal

3.0_______ 1.33

.60028 .037

Duty Area F: Personnel Management
Tukey post-hoc tests for F I : select and recruit school personnel of Area Center
director/principals (M= 3.9) was significantly higher than Other CPS administrators (M=
3.1), p=.052. However, other comparisons were nonsignificant, p<.05. A post-hoc
Tukey HSD test was also calculated for the job task F3: evaluate staff performance. The
test revealed that the mean level of importance of evaluating staff performance for Area
Center Director/Principals (M= 3.8) was significantly higher than for Other CPS
administrators (M= 2.7). However, other post hoc comparisons were nonsignificant,
p<.05. The post hoc Tukey HSD of Importance of Duty Area F: Personnel Management
by Job Type is detailed in Table 19.
Tukey post-hoc tests were calculated for the frequency of Duty Area F. The mean
level of frequency for the job task of F3: evaluate staff performance showed that the
mean o f Shared-Time CTE Directors (M = 4.7) was significantly higher than for Area
Center Director/Principals (M = 3.3), p=.007. Other groups were non-significant, p<.05.
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For the job task o f F4: manage school personnel policies and procedures, the test
revealed that the frequency of the job for Other CPS administrators (M = 4.6) was
significantly higher, p=.007 than for Area Center Directors/Principals and CTE Directors
(M= 2.7). The final job task in Duty Area F: Personnel Management that revealed a
significant difference among job types for frequency o f a job task was F: provide
mentoring systems fo r new teachers and staff. It showed that the mean of Other CPS
administrators (M = 4.3) was significantly higher than Area Center Director/Principals
(M = 2.9) and that Other CPS administrators (M= 4.3) were higher than Community
College Deans (M = 3.2), p=.000. The post hoc Tukey HSD of Frequency of Duty Area
F: Personnel Management Job Type is shown in Table 19.
Table 19
Post Hoc Tukey HSD o f Importance o f Duty Area F: Personnel Management by
Job Type

Dependent Variable
FI. Select and
recruit school
personnel

(J) Job
Title
(50% or
more)

M

Mean
Difference
(I-J)

3.9

Other 3.1

.78

.28 .052

Area Center
Director/Principal

3.8

Other 2.7

1.06

.31222 .009

Area Center
Director/Principal

3.6

Other 2.7

.97

.32617 .032

(I) Job Title
(50% or more)

M

Area Center
Director/Principal

Std.
Error

Sig.

F3. Evaluate staff
performance

F4. Manage school
personnel policies
and procedures
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Table 20
Post Hoc Tukey HSD o f Frequency o f Duty Area F: Personnel Management by Job
Type

Dependent Variable
F3. Evaluate staff
performance

(I) Job Title
(50% or
more)

Mean
(J) Job Title (50% or
Difference
Std.
M_______ more)_______ M _____ (I-J)_____ Error

Area Center
Shared-Time
Directors
4.7 Director/Principal

Sig.

3.3

1.33

.43 .022

2.7

1.25

.42 .030

2.9

1.09

.28 .003

3.2

1.70

.38 .000

F4. Manage school
personnel policies
and procedures
Other

Share-Time CTE
4.7 Directors

F5. Provide
mentoring systems
for new teachers
and staff
Other
Other

Area Center
4.3 Director/Principal
Community College
4.3 Deans

Duty Area G: Professional and Staff Development
Tukey post-hoc tests revealed that the mean level of importance to the job task of
G1: appraise personnel development needs o f CTE teachers for Local CTE Directors (M
= 3.5), p>.031 and Area Center Director/Principals (M= 3.6), p= .011 was significantly
higher than for Community College Deans (M = 2.9). The job task of G2: provide and
schedule sta ff development programs for Area Center Directors/Principals (M = 3.4) was
significantly higher than for Community College Deans (M = 2.7), p=.025. The post hoc
Tukey HSD of Importance of Duty Area G: Professional and Staff Development by Job
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Type is shown in Table 21.
Tukey post-hoc tests revealed that the mean level of frequency for the job task of
G1: appraise personnel development needs o f CTE teachers for Other CPS
Administrators (M= 4.3) was significantly higher than for Area Center
Directors/Principals (M = 3.3) and Shared-Time Directors (M= 2.5), p>.001. The job
task of G4: participate in academic administrative organizations revealed a significant
difference between Area Center Directors/Principals (M=3.4) and Community College
Deans (M= 2.7), p=.013. The post hoc Tukey HSD of Frequency of Duty Area G:
Professional and Staff Development by Job Type is shown in Table 22.

Table 21
Post Hoc Tukey HSD o f Importance o f Duty Area G: Professional and Staff
Development Job Type

Dependent
Variable
Gl. Appraise
personnel
development needs
of CTE teachers

(J) Job Title
(50% or
more)

M

Mean
Difference
(I-J)

Local CTE
Director

Community
3.5 College Dean

2.9

.598

.203 .031

Area Center
Director/Principal

Community
3.6 College Dean

2.9

.653

.195 .011

Area Center
Director/Principal

Community
3.4 College Dean

2.7

.652

.194 .011

(I) Job Title
(50% or more)

M

Std.
Error

Sig.

G2. Provide and
schedule staff
development
programs
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Table 22
Post Hoc Tukey HSD o f Frequency o f Duty Area G: Professional and Staff
Development by Job Type

Dependent
Variable

(I) Job Title
(50% or more)

Mean
Difference Std.
(I-J)
Error Sig.

(J) Job Title (50%
or more)

M

Other

Shared Time CTE
4.3 Director

2.5

1.83

.55 .013

Other

Area Center
4.3 Director/Principal

3.3

1.00

.27 .005

Area Center
Director/Principal

Community
3.4 College Dean

2.7

.67

.21 .019

M

Gl. Appraise
personnel
development
needs of CTE
teachers

G4. Participate
in academic
administrative
organizations

Duty Area H: Program Planning, Development, and Evaluation
Tukey post-hoc tests revealed that the mean level of importance for the job task of
H I: develop local plans fo r Career Preparation System (CPS) of Local CTE Directors
(M= 3.4) was significantly higher than Community College Deans (M= 2.7), p=0.34.
The test for the job task H3: direct program evaluation showed a significant difference in
the mean level of importance for Local CTE Directors {M= 3.5) and Other CPS
administrators ( M - 2.8), p=.021. The job task of H4: develop and implant tech prep
plans also revealed a significant difference in that the job task was significantly higher
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for Local CTE Directors (M= 3.2) than for Community College Deans (M= 2.2). The
job task of H5: develop and implement regional Perkins Plan revealed a significant
difference between the mean level of importance for Local CTE Directors (M= 3.7) and
Area Center Director/Principals ( M - 3.1). Job task H6: develop career preparation
system (CPS) plan revealed that the mean importance of the job task for Local CTE
Directors (M = 3.4), Area Center Director/Principals (M = 3.0), and Other CPS
administrators (M=3.5) was higher than Community College Dean (M= 2.2). The results
of the post hoc Tukey HSD o f Importance of Duty Area H: Program Planning,
Development, and Evaluation by Job Type is shown in Table 23.

Table 23
Post Hoc Tukey HSD o f Importance o f Duty Area H: Program Planning,
Development, and Evaluation by Job Type

Dependent Variable

Mean
Difference
(I-J)

(I) Job Title
(50% or
more)

M

Local CTE
Director

Community
3.5 College Dean

2.7

.72

.24 .034

Local CTE
Director

3.5 Other

2.8

.75

.23 .021

(J) Job Title
(50% or more)

M

Std.
Error

Sig.

HI. Develop local
plans for Career
Preparation Systems
(CPS)

H3. Direct program
evaluation

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

90

Table 23—Continued
Dependent
Variable
H4. Develop
and implement
tech prep plans

(I) Job Title
(50% or more)

M

(J) Job Title (50%
or more)

M

Mean
Difference
(I-J)

Std.
Error

Sig.

Local CTE
Director

Community
3.2 College Dean

2.2

.95 .27705 .009

Local CTE
Director

Area Center
3.7 Director/Principal

3.1

.64 .20673 .022

Local CTE
Director

Community
3.4 College Dean

2.2

1.28 .29256 .000

Area Center
Director/Principal

Community
3.0 College Dean

2.2

.86 .28701 .032

Other

Community
3.5 College Dean

2.2

1.31 .38175 .009

H5. Develop
and implement
regional Perkins
Plan

H6. Develop
Career
Preparation
System (CPS)
plan

Duty Area I: Recordkeeping
Tukey post-hoc tests revealed that the mean level of importance of the job task of
I I : coordinate recordkeeping with local and regional school districts and state agencies
for Local CTE Directors (M = 3.8), Shared-Time Directors (M = 4.0), Area Center
Director/Principals (M - 3.8), and Other CPS Administrators (M = 3.4) were all
significantly higher than for Community College Deans (M= 2.7), p=.000. The results of
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the post hoc Tukey HSD o f Importance of Duty Area I: Recordkeeping by Job Type is
shown in Table 24.
Interestingly, Tukey post-hoc tests revealed that the mean level of frequency of
the job task of II: coordinate recordkeeping with local and regional school districts and
state agencies for Community College Deans (M= 3.9) was higher than for Share-Time
Directors (M=2.3) and Area Center Directors/Principals (M= 3.0), p=.006. The results
of the post hoc Tukey HSD of Frequency of Duty Area I: Recordkeeping by Job Type is
reported in Table 25.
Table 24
Post Hoc Tukey HSD o f Importance o f Duty Area I: Recordkeeping by Job Type

Dependent Variable

(I) Job Title
(50% or more)

M

(J) Job Title
(50% or
more)

M

Mean
Difference
(I-J)

Std.
Error Sig.

11. Coordinate
recordkeeping with
local and regional
school districts, and
state agencies
Local CTE
Director

Community
College
3.8 Dean

2.7

1.06

.203 .000

Shared Time CTE
Director

Community
College
4.0 Dean

2.7

1.29

.394 .013

Area Center
Director/Principal

Community
College
3.8 Dean

2.7

1.05

.198 .000

Other

Community
College
3.4 Dean

2.7

.738

.259 .045

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

92

Table 25
Post Hoc Tukey HSD o f Frequency o f Duty Area I: Recordkeeping by Job Type

Dependent Variable

(I) Job Title
(50% or
more)

M

Community
College
Deans

Shared Time CTE
3.9 Director

(J) Job Title
(50% or more)

M

Mean
Difference
(I-J)

Std.
Error Sig.

2.3

1.60

.52 .025

3.0_______ .937

.29 .016

II. Coordinate
recordkeeping with
local and regional
school districts, and
state agencies

Area Center
__________________________________ Director/Principal
Duty Area K: Student Services

Tukey post-hoc tests showed that the mean level of importance for the job task of
K2: provide systematic guidance services for Local CTE Directors (M = 3.8), p=.013 and
Area Center Director/Principals (M= 3.8), p=.003 was significantly higher than for
Community College Deans (M= 3.0). For the job tasks of K3: maintain school
discipline, K4: establish a student placement service and coordinate follow-up studies,
K5: provide incentives fo r the implementation o f student organizations, K6: implement
classroom management systems, and K8: create a crisis management and security
program, the means for Area Center Director/Principals were all significantly higher
than for Community College Deans. The results of the post hoc Tukey HSD of
Importance o f Duty Area K: Student Services by Job Type is shown in Table 26.
When looking at post-hoc tests for the mean level of frequency for the Duty Area
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K: Student Services, an almost opposite pattern from the differences in importance is
revealed. The job task of K3: maintain school discipline revealed the mean level of
frequency differed between the job types. However, the test was not performed as at
least one of group had fewer than two cases. For the job tasks of K5: provide incentives
fo r the implementation o f student organizations and K6: implement classroom
management systems, the mean for Community College Deans was significantly higher
than for Local CTE Directors and Area Center Directors/Principals. The results of the
post hoc Tukey HSD o f Frequency of Duty Area K: Student Services by Job Type is
shown in Table 27.

Table 26
Post Hoc Tukey HSD o f Importance o f Duty Area K: Student Services by Job Type
Dependent
(I) Job Title
Variable_______ (50% or more)
Kl. Manage
student
recruitment and
admissions

M

(J) Job Title
(50% or more)

M

Mean
Difference
Std.
(I-J)_____ Error Sig.

Local CTE Director

Community
3.8 College Dean

3.0

.71

.22 .013

Area Center
Director/Principal

Community
3.8 College Dean

3.0

.79

.21 .003

Area Center
Director/Principal

Community
3.7 College Dean

2.7

.83

.25 .013

K2. Provide
systematic
guidance services
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Table 26— Continued

Dependent Variable

(I) Job Title
(50% or more)

M

(J) Job Title
(50% or more)

M

Mean
Difference
(I-J)

Std.
Error Sig.

2.8

.74

.21 .007

.82

.29 .046

K4. Establish a
student placement
service and
coordinate follow-up
studies
Area Center
Director/Principal

Community
3.6 College Dean

Area Center
Director/Principal

Community
College Dean

Area Center
Director/Principal

Community
3.6 College Dean

2.1

1.52

.24 .000

Area Center
__________________ Director/Principal

Community
3.7 College Dean

2.1_______1.02

.24 .001

K5. Provide
incentives for the
implementation of
student organizations

K6. Implement
classroom
management systems

K8. Create a crisis
management and
security program
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Table 27
Post Hoc Tukey HSD o f Frequency o f Duty Area K: Student Services by Job Type

Dependent
Variable
K5. Provide
incentives for the
implementation of
student
organizations

(I) Job Title
(50% or
more)

M

Community
College Dean

4.5

(J) Job Title
(50% or more)

Local CTE
Directors
Area Center
Director/Principal

M

Mean
Difference Std.
(I-J)
Error Sig.

3.7

.799

.233 .009

3.6

.874

.231 .003

3.2

1.37

.285 .000

K6. Implement
classroom
management
systems
Community
College Dean

4.6

Area Center
Director/Principal

Summary o f Research Question 3
The duty areas revealing significant main effects for the importance and
frequency were Duty Areas B: Facilities and Equipment Management; D: Instructional
Management; E: Organizational Management; F: Personnel Management; G:
Professional and Staff Development; I: Recordkeeping; and K: Student Services. In
studying the pattern o f differences among the groups, Community College Deans
revealed the majority of the difference for the importance and frequency of job tasks
within a number o f the duty areas. Duty Area K: Student Services, with eight job tasks,
revealed six job tasks with significant differences. The job tasks of K1: Manage student
recruitment and admissions and K6: Implement classroom management systems were the
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only two job task revealing Community College Deans with greater means than the other
CPS administrators within the study. The implications of these differences will be
discussed in Chapter V.
Research Question 4
The fourth research question set out to determine if a significant difference
existed among CPS administrators’ years of experience and their perceptions of the
importance and frequency o f a job task within a given duty area.
Research Hypothesis 2: There is no significant difference between the years of
experience related to the perceptions of importance and frequency of a job task
performed by a CPS administrator.
Ho: H i 0-3 years

H2 4-5 years

H3 6-9 years

H4 10-14years=M,5 15+

H a: H i 0-3 years 7^ H2 4-5 years 7^ H3 6-9 years 7^ H4 10-14years 7^ H5 15+

ANOYA procedures were again used to determine whether differences existed
among CPS administrators on importance and frequency of various job tasks based on
their years o f experience. No variables in the following duty areas revealed significant
differences among an administrators’ years of experience and their perceptions o f the
importance and frequency o f a job task within a give duty area: Duty Area B: Facilities
and Equipment Management; Duty Area C: Integration o f Academic and CTE Programs;
Duty Area D: Instructional Management; Duty Area E: Organizational Improvement;
Duty Area I: Recordkeeping; Duty Area J: School-Community Relations; and Duty Area
K: Student Services. The duty area revealing differences for importance and frequency
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was Duty Area G: Professional and Staff Development. The duty areas revealing
significant differences for just frequency were Duty Area A: Business and Financial
Management, Duty Area F: Personnel Management and Duty Area H: Program Planning,
Development, and Evaluation. Significant ANOVA results for Importance by Years of
Experience are reported in Table 28. Significant ANOVA results for Frequency by Years
of Experience are reported in Table 29.
Table 28
Significant ANOVA Results fo r Importance by Years o f Experience o f Duty Area G

Variable

F(df= 4)

P

2.615

.042

Duty Area G: Professional Development
G5. Participate in MDCD and OCTP activities

Table 29
Significant ANOVA Results fo r Frequency by Years o f Experience o f Duty Areas A,
F, G, and H

Variable________________________________________________ F_(df=A)______ p_____
Duty Area A: Business and Financial Management
A2. Identify financial resources for CPS

3.104

.021

3.055

.022

Duty Area F: Personnel Management
F5. Providing mentoring systems for new teachers and staff
Duty Area G: Professional Development
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Table 29— Continued

Variable
G2. Provide and schedule staff development programs

F (df=A)

P

2.871

.029

3.499

.012

Duty Area H: Program Planning, Development, and Evaluation
H7. Participate in risk management activities

Post-Hoc Analysis o f ANOVAS
In order to determine patterns of difference among CPS administrator groups on
the importance and frequency of job tasks, post-hoc comparisons (Tukey’s HSD, p= 05)
were performed for all duty areas that had a statistically significant omnibus F on
ANOVA. Results are presented by duty area.
Duty Area A: Business and Financial Management (Frequency)
Tukey post-hoc tests revealed the mean level of frequency to the job task o f A2.
Identify financial resources for CPS administrators with 15 years or more of experience
(M= 3.7) was significantly higher than CPS administrators with 0-3 years of experience
(M - 3.0), p=0.021. However, other post hoc comparisons were nonsignificant, p=0.05.
The post hoc Tukey HSD of Frequency of Duty Area A: Business and Financial
Management by Years o f Experience is illustrated in Table 30.
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Table 30
Post Hoc Tukey HSD o f Frequency o f Duty Area A: Business and Financial
Management by Years o f Experience

Dependent
Variable

(I) Years of
Experience

M

(J) Years of
Experience

3.7

0-3 years

M

Mean
Difference
(I-J)

Std.
Error

Sig

3.0

.6765

.2274

.032

A2. Identify
financial resources
for CPS
15 years or
more

Duty Area F: Personnel Management
The results revealed that the mean frequency o f the job task F5: providing a
mentoring system fo r new teachers and staff of the CPS administrators with 6-9 years
(M=4.0) was significantly different from the CPS administrators with 10-14 years of
experience (M=2.7), p=0.022. However, the other years of experiences did not reveal a
significant difference among the other groups, p=0.05. The Post Hoc Tukey HSD of
Frequency of Duty Area F: Personnel Management by Years of Experience is illustrated
in Table 31.
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Table 31
Post Hoc Tukey HSD o f Frequency o f Duty Area F: Personnel Management by
Years o f Experience

Dependent Variable

(I) Years of
Experience

6-9 Years

M

(J) Years of
Experience

4.0

10-14 years

M

Mean
Difference
(I-J)

Std.
Error

Sig.

2.7

1.333

.41

.016

F5. Provide
mentoring system for
new teachers and
staff

Duty Area G: Professional Development (Importance and Frequency)
Tukey HSD post-hoc test revealed that the mean importance to the job task of G5:
participate in MDCD and OCTP activities of CPS administrators with 6-9 years (M =
3.78) was significantly higher than the CPS administrators with 10-14 years (M = 2.9),
p=.029. However, the remaining groups revealed no significant difference, p=.05.
Results of the Tukey post-hoc of Importance of Duty Area F: Personnel Management by
Years o f Experience for are shown in Table 32.
Tukey post-hoc tests revealed the mean frequency to the job task of G2: provide
and schedule sta ff development programs of CPS administrators with 6-9 years of
experience (M = 3.8) was significantly higher than the CPS administrators with 10-14
years of experience (M - 3.2), p=.029. The remaining groups did not differ among the
years o f experience, p=.05. The post hoc Tukey HSD of Importance of Duty Area G:
Professional and Staff Development by Years of Experience for Frequency is shown in
Table 33.
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Table 32
Post Hoc Tukey HSD o f Importance o f Duty Area G: Professional and Staff
Development by Years o f Experience

Dependent
Variable
G5. Participate in
MDCD and OCTP
activities

(I) Years of
Experience

6-9 year

Mean

(J) Years of
Experience

3.78

10-14 year

Mean

Mean
Difference
(I-J)

Std.
Error

Sig.

2.9

.8766

.3063

.042

Std.
Error

Sig.

.3229

.108

Table 33
Post Hoc Tukey HSD o f Frequency o f Duty Area G: Professional and Staff
Development by Years o f Experience

Dependent
Variable

(I) Years of
Experience

Mean

(J) Years of
Experience

Mean

Mean
Difference
(I-J)

4.0

10-14 years

3.2

.8000

G2. Provide and schedule staff
development programs
0-3 years

Duty Area H: Program Planning, Development, and Evaluation
An ANOVA was computed to determine if a significant difference existed among
the years of experience o f CPS administrators to the frequency of job tasks within Duty
Area H: Program Planning, Development, and Evaluation. Results of the Tukey post hoc
revealed CPS administrators with 6-9 years of experience (M = 4.23) had a higher mean
score than CPS administrators with 10-14 years of experience (M = 3.11) for the job task
of H7: Participate in risk management activities, p=.012. Results also revealed a
significant difference among CPS administrators with 15 or more years (M= 4.03) of
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experience than administrators with 10-14 years (M = 3.11) of experience for the same
job task. Results o f the Tukey post-hoc of Frequency of Duty Area H: Program Planning,
Development and Evaluation by Years of Experience is shown in Table 34.
Table 34
Post Hoc Tukey HSD o f Frequency o f Duty Area H: Program Planning, Development,
and Evaluation by Years o f Experience

Dependent
Variable

Mean

(J) Years of
Experience

Mean

Mean
Difference
(I-J)

6-9 years

4.23

10-14 years

3.11

1.1197

.3248

.008

15 years or
more

4.03

10-14 years

3.11

.9201

.2826

.015

(I) Years of
Experience

Std.
Error

Sig.

H7: Participate in risk
management activities

Summary o f Research Question 4
The duty areas revealing significant main effects for either importance and
frequency or both to the years of experience were Duty Areas A: Business and Financial
Management, F: Personnel Management, G: Professional and Staff Development, and H:
Program Planning, Development, and Evaluation. The implications of these differences
will be discussed in Chapter V.
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CHAPTER V
DISCUSSIONS, IMPLICATIONS, AND CONCLUSIONS
The findings o f the literature and the findings from this study add to the
knowledge o f the existing skill sets needed by CPS administrators within the state of
Michigan. The decision to study the duty areas and job tasks of Michigan CPS
administrators stem from the following reasons. First, the researcher was mentored by
the developer o f the modified DACUM study for the leadership development program
(LDP) offered through Western Michigan University (WMU). Second, the LDP offered
through WMU was developed in 2001-2002 and was evaluated only by students within
the program, thus having no third party evaluation. Finally, the researcher wanted to
know how current CPS administrators are incorporating field work or what CPS
administrators actually do in their profession to make recommendations for the LDP.
This chapter contains a summary of the importance and frequency of job tasks
performed by CPS administrators. The significant differences among job types (local
CTE directors, shared time CTE directors, area center director/principal, community
college deans) regarding particular job tasks, and the significant differences among the
number years o f experience and perceptions of the importance and frequency of the job
tasks were also examined. Additionally, implications for leadership development
programs and further research are included. Implications from this study are consistent
with cited research in the literature study in relation to skills needed by vocational
administrators.
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Overview of Significant Findings
This part of Chapter V consists of four sections. The first section of the findings
presents the demographic composition of the census and the related results of the study.
The next three sections are based on research questions 2 through 4 and summarize the
perceived importance and frequency o f job tasks performed by CPS administrators within
the state o f Michigan.
Research Question 1: Demographics
The main findings o f the study were based upon the 86 CPS administrators in
Michigan who participated in the study. These findings give a demographic picture of
the survey respondents.
According to the literature, there is a shortage of administrators in CTE, or
vocational education. In this study 37 (43%) CPS administrators indicated they had 15 or
more years of experience, representing a large number of CPS administrators who could
potentially retire in the next few years. With these impending retirements, Michigan
could face a shortage of CPS administrators because of the need to replace them. These
potential retirees only add to the already diminishing pool of administrators. In 1998 a
national survey conducted by the NAESP found that the majority of active elementary
and middle school principals, whose median age was 50, planned to retire by age 57
(Hammond, Muffs, & Sciascia, 2001). As these numbers historically illustrate, a
principal’s longevity seems limited by a lack of awareness during the early stages in their
teaching career. If teachers were recruited at an earlier age to become an administrator,
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perhaps this may expand the current 7-year tenure of a principalship as stated by
Hammond, Muffs, and Sciascia. School systems also face the challenges of recruiting
and finding qualified candidates for principalship (Olson, 2000). Few school systems
have made it a priority to identify and groom potential leaders despite a wave of
impending retirements.
The results from the study also revealed the number of years of experience by job
type. In this study 10 (27%) o f 37 local CTE directors indicated that they had 15 years or
more o f experience as an administrator. The U.S. Bureau of Labor Statistics (BLS)
reports that there will be a 13% increase in job openings for education administrators
between 2000 and 2010 with a majority of the administrators expecting to retire over the
next 10 years (U.S. Bureau of Labor Statistics, 2006). This statistic only illustrates
further that the numbers for leadership positions in vocational programs will continue to
decline.

Importance and Frequency of Job Tasks
Examining the importance and frequencies of job tasks identified and performed
by CPS administrators was the second research question. The three most important duty
areas indicated by CPS administrators were Duty Area I: Recordkeeping (M= 3.5); Duty
Area F: Personnel Management (M = 3.4); and Duty Area J: School-Community
Relations (M= 3.36). The three most frequently performed duty areas were: Duty Area
H: Program Planning, Development, and Evaluation (M = 3.8), Duty Area C: Integration
of Academic and CTE Programs { M - 3.7), and Duty Area K: Student Services (M =
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3.7).
Similar findings by Combrink (1983) identified program planning, development,
and evaluation, school/employer/community relations, business and financial
management, facilities and equipment management, and instructional management as
categories that both secondary and postsecondary administrators in Arizona vocational
education perceived to be areas of greatest need for training. Although this author did not
rank these identified skills, this study’s findings are similar to this research. For this
research study, the researcher developed a 2 x 2 matrix to illustrate the relationship
between mean importance and mean frequency of duty areas as viewed by CPS
administrators. As can be seen in Figure 1, none of the duty areas was deemed not
important, making that side of the four-square essentially empty. Important and very
important duty areas were roughly split on the timeline, but clustered around monthly and
weekly. What this illustrates is that all of the duty areas were important to perform by
current CPS administrators but not done frequently. The 2 x 2 matrix also illustrates
what CPS administrators are doing. However, we can only speculate just because
something is done frequently does not necessarily make the job task important and visas
versa.
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Figure 1 . 2 x 2 Matrix of Mean Importance and Frequency of Duty Areas

Relationship of Importance and Frequency to Job Type
ANOVAs were used to examine the relationship among the job types of CPS
administrators and the importance and frequency of a job tasks within the duty areas. As
expected, there were significant differences between the mean value for Community
College Deans and CPS administrators in the K-12 system. The findings for research
question 3 are consistent with research by Baker and Selman (1985), Bently (1977),
Finch and McGough (1991), Savio (1981), Valentine (1979), and Wenrich and Wenrich
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(1974). The following duty areas for CPS administrators could be added to the needed
management skills and competencies for CPS Administrators from the literature review:
Duty Area I: Recordkeeping; Duty Area C: Integration of Academic and CTE Programs;
and Duty Area E: Organizational Management as they are current literature.
Community Colleges Deans revealed the majority of the differences among job
types throughout the 11 duty areas. The job tasks of D4: coordinate schedules and
student transportation from Duty Area D: Instructional Management; F4: manage school
personnel policies and procedures from Duty Area F: Personnel Management; G1:
appraise personnel development needs o f CTE teachers from Duty Area G: Professional
and Staff Development were important. The Duty Area K: Student Services produced the
largest set o f differences between job types. Six of the eight job tasks within this duty
area revealed significant differences. This is logical because community college deans
are normally not involved with student service issues and community colleges as a whole
have a separate department for student services.
The ANOVAs also revealed significant differences within the K-12 job types.
Area Center CTE Directors/Principals and Shared-Time Directors showed little
differences in the following duty areas: Duty Area E: Organizational Improvement; and
Duty Area F: Personnel Management. This too presents a rationale as to why there were
differences between these two groups of administrators. Shared-Time Directors will
normally take on the job task responsibility that is delegated by the CTE Director. This
makes sense because o f the nature of the work between shared-time directors and an Area
CTE director/principal.
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The job type category of Other to Area CTE Director/Principal shows a majority
of the differences in the following duty areas: Duty Area B: Facilities and Equipment,
Duty Area D: Instructional Management, Duty Area F: Personnel Management, and Duty
Area G: Professional and Staff Development. This result is also rational as the category
of “Other” contained a vice-president of academic affairs, assistant principal and regional
CTE administrator, career preparation coordinator, intermediate school district (ISD)
administrator, ISD superintendent, assistant superintendent, assistant superintendentCTE, regional administrator, and regional/county ISD-CTE administrator. It is evident
by the job titles within the category o f Other that they have significant differences
because the various positions stated have different responsibilities that do not cross over
into the other positions.

Relationship o f Importance and Frequency to Years of Experience
Very few duty areas were perceived differently according to the number of years
of experience o f a CPS administrator. Few duty areas revealed difference. The duty
areas revealing differences were: Duty Area A: Business and Financial Management;
Duty Area F: Personnel Management; Duty Area G: Professional Development; and Duty
Area H: Program Planning, Development, and Evaluation. The duty areas revealed a
consistent differences between administrators with 10-14 years of experience to
administrators with 6 - 9 years of experience. Administrators with 6-9 years of
experience had a greater mean score than those with 10-14 years. It is important to note
that the literature does not reference the number of years of experience of an
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administrator or the age o f an administrator but discusses the age o f retirement. This
study is inconclusive on the issue of age influencing views of job tasks.
Implications for Leadership Development Programs

There are several implications for leadership development involving the
importance and frequency o f job tasks performed by CPS administrators within the state
of Michigan. Based upon the findings of this study, the following general practice
implications and implications for the development of a leadership program are suggested.
The reexamination of the duty areas Duty Area I: Recordkeeping; Duty Area E:
Organizational Improvement; and Duty Area B: Facilities and Equipment Management
should be undertaken, as they did not rank as important. The job tasks within these duty
areas could further be researched as well. Why were they rated lower than the other duty
areas? Why did a particular CPS administrator see a particular job task within the duty as
not as important? In addition, further research should be conducted as to why a job task
was important but not performed frequently. Was the job task simply a yearly event or
did administrators want to do the job task more frequency but did not have the time?
The possible division of the community college deans and K-12 CPS
administrators can be considered for the improvement o f a leadership development
program. By potentially providing two distinct leadership development tracks, the needs
of the two groups could be met. This study revealed a number o f differences between
community college deans and K-12 CPS administrators. Duty Area K: Student Services
revealed that K-12 CPS administrators (Area Center Directors and Local CTE Directors)
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had a higher mean score for six of the eight job tasks within the duty area, meaning that
community college deans did not view the job tasks within this duty area as important as
administrators at the K-12 level did. This is understandable as community college deans
have access to other departments in their institutions to handle job tasks such as
managing student recruitment and admissions, student placement, and crisis management
and security programs.
Typical in many respects to other DACUM studies of vocational administrators,
some duty areas in this study added more emphasis to those in the previous literature.
The following duty areas were added to past literature: Duty Area C: Integration of
Academic and CTE Programs, Duty Area E: Organizational Improvement, and Duty
Area I: Recordkeeping. The Duty Area I: Recordkeeping ranks as one of the top three
duty areas in the study as revealed in Table 10 Overall Means o f Importance in
Descending Order by Duty Area, clearly illustrating that the job task within this duty area
should remain in the current LDP curriculum. While it is clear that administrators place
less emphasis on the Duty C: Integration of Academic and CTE, steps should be made to
make them more aware o f its importance since federal and state legislation stress more
require content to be integrated.
Conducting a study in which multiple methods are used would allow the
opportunity to clarify issues that may be difficult to grasp on an independent survey. The
chosen research method in this study, which was a survey that generated quantitative
data, could be improved with a triangulation approach to data gathering. The
introduction of a qualitative method with the opportunity to interview CPS administrators
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and to conduct focus groups could add to the research. Questions might include what
duties were required for pervious positions, how have previous positions prepared them
for their current position, and what recommendations do they have for educational
institutions who train CPS administrators. Some participants recorded comments on the
survey instrument, which provided additional insight to this research. Figure 1 of the 2 x
2 matrix makes clear the disconnects, but it is unclear how CPS administrators feel about
a particular duty area. Does a CPS administrator believe that the duty area is important?
If so, then why was the duty area not done more frequently and the reverse? A
qualitative study may help to fill in some of these unanswered questions.
In-service training for leadership development programs could be designed to
help new CPS administrators make the transition from the classroom to administration
with fewer wrinkles. This would more than likely shorten the gap of time and potential
frustration during the transition period and also focus on the right things.
Recommendations to encourage state agencies (MCDC and MCCTE) and professional
organizations (MBNA, ACTE, NCCTE and NCDA) to provide leadership development
activities such as recordkeeping, personnel management, and school-community relations
would help with time and the cost of training. Agencies could also provide continuing
education units (CEU) or certificates of completion for administrators.
Implications for Further Research
Since this study used a DACUM study conducted in 2001-2002 for the
development o f a leadership program for Western Michigan University the perceptions of
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CPS administrators within the state of Michigan was not evaluated. Therefore, a similar
study could be completed in other states. What job tasks/duties do they perform? How
well prepared are they by their educational institutions? How are they attempting to
recruit and train additional CPS or vocational leaders? It is recommended that this study
be replicated in other states for a better understanding of the perceptions and roles of a
CPS or CTE administrator in other locations, which could help to determine the
similarities and difference between the other states. Michigan’s education and
certification for teachers and administrators has some differences from other states.
Therefore, administrators might have different backgrounds or different job descriptions
than Michigan CPS administrators. By examining the different backgrounds, a common
denominator could be presented and potential added to an LDP program.
The present survey instrument could be improved by including open-ended
questions for the collection o f information. The survey instrument used in the study was
a 4-point and 5-point Likert scale, and there were no open-ended questions. The •
researcher realized the need for open-ended questions after the responses were received
from the participants. In future studies, open-ended questions on the survey instrument
would enable the researcher to collect responses that might not otherwise be surfaced
through a close-ended survey; for example, what other job tasks or duties do you perform
that are not listed in the survey?
Results o f this study can be used to improve or add to existing course structure of
leadership development programs. With a focus on duty areas that ranked important by
CPS administrators, curriculum can be modified to be in the best interest of the
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participant in the leadership program. By examining the top important job tasks and the
most frequently performed job tasks, different methods of delivery for CTE leadership
programs could be addressed as to what should remain or be modified in the curriculum.
Though not discussed in detail, the alpha for the duty areas presented in the study
revealed three of the duty areas for reexamination: Duty Area E: Organizational
Management; Duty Area G: Professional and Staff Development; and Duty Area I:
Recordkeeping all had alphas below the 0.7.
This study could be replicated with individuals in the position of career-technical
education administrators who do not have a career-technical education background to
determine their professional development needs and challenges. The rationale behind
this statement stems from the shortage of overall administrators and more importantly the
shortage of CTE administrators. It is recommended that higher education institutions
evaluate the preparation of non-career-technical individuals to fill the job positions that
will arise in the future. It is speculated that administrators without CTE or vocational
backgrounds may hold different viewpoints regarding their administrative duties.
A future consideration should be put towards surveying past participants of the
current LDP program developed through the DACUM Study (Woloszyk & Manley,
2001). Viewpoints from past participants enrolled in the program were not included nor
were they surveyed on the course work within the program. Students did provide course
evaluations. However, course evaluations normally assess the instructor’s performance
of a course rather than measure the content within a course. A survey of past students
could determine if participants from the program pursued a leadership position after
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completing the program. A survey could also provide information on whether a past
participant utilized the skills learned within the LDP. The program could continue to
evolve through the survey o f responses from past participants.

Conclusions
This study was conducted to examine the importance and frequency of job tasks
within 11 duty areas for implications of leadership development for CPS administrators
within the state of Michigan. First, it explored the demographics of the census to get an
idea of the responses from different CPS administrators. Second, the results revealed
how important and how frequent a job task was performed within a given duty area.
Third, the study revealed the results of what job types viewed particular duty areas as
important and what duty areas were performed most frequently. Finally, the statistical
analysis o f the data revealed that the years of experience was a factor in some case
whether a CPS administrator viewed a duty area important and how often he or she
performed the duty area.
This research study determined that the 11 duty areas were important to all CPS
administrators involved with the study. Though all duty areas were important to CPS
administrators, certain duty areas had greater importance. Duty Area I: Recordkeeping;
Duty Area F: Personnel Management; and Duty Area J: School-Community Relations
revealed the highest overall means in the study. It should be noted that these particular
duty areas should have more concentration within a leadership development program as
they clearly had the highest overall means for importance.
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The study also revealed how frequently a CPS administrator performed a job task
within a particular duty area. Results revealed that a majority of the duty areas were
performed weekly to monthly with the following duty areas being performed frequently:
Duty Area H: Program Planning, Development, and Evaluation; Duty Area C: Integration
of Academic and CTE Programs; and Duty Area K: Student Services. Although these
duty areas were performed frequently, they were not perceived as important.
Statistical significance was detected among CPS administrators regarding their
job type and strong conclusions can be made about the factors affecting the duty areas
necessary for a leadership development programs for CPS administrators. Results
showed that certain duty areas should have more concentration at a particular job type
level. Community colleges and K-12 administrators clearly have different viewpoints
regarding Duty Area K: Student Services, as a majority of the job tasks within this duty
area are allocated to other departments at the community college level.
The results o f this study can provide universities and colleges with additional
ideas or guidelines for the development and implementation of a leadership development
program for CPS administrators. Universities and colleges can study the data and plan
appropriate programs or courses to ensure students are prepared for their roles as
administrators. The context and setting for this study included local CPS administrators
from the state of Michigan. Therefore, the recommendations are directed primarily to the
public school CTE administrative profession and community college administrative
profession in Michigan. Other states could at least use the information as a starting point
for discussion.
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However, there is more information in the literature regarding administrative or
management skills o f general education leadership than current information for CTE
leadership, as much o f the information is out dated or limited. This study can help
decrease that gap because it makes known the necessary duty areas needed by vocational
administrators.
Administration o f Career and Technical Education (CTE) is not widely
understood. Knowing what duty areas and job tasks within those duty areas are key
influencers in the development or training programs for future CPS administrators can
have a significant impact on the profession.
There has been a great deal of debate in the literature on the quality of education
administration preparation (Woodworth & Jacobson, 1990). New administrators will
need to be competent in various job tasks to meet the challenges for future CTEs in
Michigan. Because o f the challenges facing CPS administrators, and the diminishing
pool of administrators for secondary and postsecondary vocational education institutions,
there is a need to examine the priorities in preparing Michigan CPS leaders. Due to the
changes in education, additional demands combined with a reduction in funds to support
programs and competing resources, the preparation of CPS leaders is far different today
from the challenges o f the past. Higher education institution with leadership
development program already in place must focus on teaching our future CPS leaders the
critical tasks and skills they need to meet these new job challenges.
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P erform ing DACUM R esearch fo r C u rricu lu m D evelopm ent
*>y
C arl A. W oloszyk, Ph.D.
C a re e r and Technical E ducation

During the 2001-2002 school year, the Department of Family and Consumer Sciences
initiated a new leadership development program (LDP) for career and technical
education. The LDP program consists of three components 1) a team building activity
during the summer, 2) a series of monthly seminars during the school year; and, 3) a
field experience averaging between 9-12 hours.
Content and learning activities for the program were developed using a research and
content development strategy called Designing a Curriculum (DACUM). The DACUM
research study was conducted in March of 2001 and was facilitated by Drs. Elizabeth
Manley from Ferris State University and Carl A. Woloszyk from WMU. The purpose of
the DACUM study was to accurately describe the duties and tasks performed by skilled
CTE administrators to insure that LDP participant learning experiences reflect the
leadership responsibilities o f practicing CTE administrators. The DACUM panel, which
was composed o f ten experienced and knowledgeable vocational administrators from
local, regional, and state levels representing both secondary and postsecondary
institutions
The panel first reviewed a list of competencies first developed by the National Center
for Research in Vocational Education at Ohio State University in 1990. Panel
participants brainstormed additional job duty areas (such as A: Program Planning,
Development and Evaluation) and tasks (such as Task A1—Develop local plans for
Career Preparation Systems (CPS)) under each duty area. These duties and tasks were
hand-written on 4” x 6” index cards and displayed on the wall of the room.
The task analysis portion o f the process began with an original list o f 166 competencies
from the original DACUM study coded to the task list. As each task was reviewed,
competency statements under each task were edited, modified, and expanded to include
a more up-to-date list o f competencies. Entering the competencies into a computer
spreadsheet completed this portion of the job analysis. The computer was connected to
a project display device to allow the panel members to view the input of the content.
The panel members then verbally provided the facilitators with the competencies
necessary to accomplish the task including all rationale, physical, and decision making
steps. The final job analysis resulted in 11 duties and 51 tasks. The duty areas and job
tasks formed the basis for a series of application exercises, online discussions, and
learning activities for the LDP program. Individuals can learn more the actual duty
areas, job tasks, and the LDP program itself by viewing the CTE web site at
www.wmich.edu/fcs/cte.
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M arch 23,2001
TURBO-DACUM ®
A QUALITY JOB AND TASK ANALYSIS

Western Michigan University, in cooperation with Ferris State University, conducted a
modified DACUM for the job title of Michigan Vocational Administrator.
Job and Task Analysis
The purpose o f a comprehensive job and task analysis is to accurately establish baseline
data to improve both the process and the product or service produced on the job through
constant and continuous improvement.
The process used is called TURBO-DACUM ® to conduct the job and task analysis. The
TURBO-DACUM ® process is a computer enhanced job and task analysis process
developed by Dr. Katherine Manley to quickly and to accurately facilitate skills
assessment development, curriculum design and fundamental workplace re-engineering.
The acronym DACUM = Develop A Curriculum is a Canadian developed job analysis
model. The TURBO-DACUM® process is based on the following assumptions:
1. Expert workers are the best source for specific job descriptions.
2. Any occupation can be effectively described in terms of tasks.
3. All tasks imply knowledge, skills, and attitudes, and values.
The panel, which was composed of ten experienced and knowledgeable vocational
administrators and Michigan Department of Education personnel, were first given an
orientation to the TURBO-DACUM ® process. The names o f the panel members who
participated in the analysis are listed on the back page of this report. This report is
broken into two sections— Section 1—the Job Analysis; and Section 2—the Task
Analysis.
Section 1—The Job Analysis—DACUM C hart
The panel first reviewed a list o f competencies developed by the National Center for
Research in Vocational Education at Ohio State University in 1990 and then
brainstormed additional job duty areas (such as A: Program Planning, Development and
Evaluation) and tasks (such as Task A1—Develop local plans for Career Preparation
Systems (CPS)) under each duty area. These duties and tasks were hand-written on 4”
x 6” index cards and displayed on the wall of the room. The final job analysis resulted in
11 duties and 51 tasks.
Section 2—The Task Analysis
The task analysis portion o f the TURBO-DACUM ® process began with an original list
of 166 competencies from the original DACUM coded to the task list. As each task was
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reviewed, competency statements under each task were edited, modified, and expanded
to include a more up-to-date list of competencies. This portion o f the job analysis was
completed by entering the competencies into a computer using a spreadsheet. At this
time the computer was connected to a project display device to allow the panel members
to view the input o f the content.
The panel members verbally provided the facilitators with the competencies necessary to
accomplish the task including all rational physical and decision steps.
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Section O ne
T he Jo b Analysis—DACUM C h a rt

A.
1
2
3
4
5
6
7

PROGRAM PLANNING, DEVELOPMENT AND EVALUATION
Develop local plans for Career Preparation Systems (CPS)
Develop and seek approval for a new funded, state-approved program
Direct program evaluation
Develop and implement tech prep plans
Develop and implement regional Perkins Plan
Develop Career Preparation System (CPS) plan
Participate in risk management activities

8
9
10
11
12
13
14

INSTRUCTIONAL MANAGEMENT
Direct curriculum development (including Career Pathways)
Guide the development and improvement of instruction
Manage the development of master schedule
Coordinate schedules and student transportation
Plan for and implement instructional technology
Align and maintain curriculum to standards and licensing requirements
Coordinate alignment (articulation) between secondary and postsecondaiy

15
16
17
18
19
20
21
22

STUDENT SERVICES
Manage student recruitment and admissions
Provide systematic guidance services
Maintain school discipline
Establish a student placement service and coordinate follow-up studies
Provide incentives for implementation of student organization
Implement classroom management systems
Plan and establish student services for special populations
Create a crisis management and security program

23
24
25
26
27
28

PERSONNEL MANAGEMENT
Select and recruit school personnel
Supervise CPS personnel
Evaluate staff performance
Manage school personnel policies and procedures
Provide mentoring system for new teachers and staff
Create planned program for professional staff

B.

C.

D.
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29
30
31
32
33

PROFESSIONAL AND STAFF DEVELOPMENT
Appraise the personnel development needs of CTE teachers
Provide and schedule staff development program
Plan for your professional development
Participate in academic administrative organizations
Participate in MDE and OCTP activities

34
35
36
37
38

SCHOOL-COMMUNITY RELATIONS
Organize and work with a local and regional CPS program advisory committee
Promote the CPS Program
Involve the Community in CPS
Participate in governmental and community agencies
Remain current in legislation activities

39
40
41
42

FACILITIES AND EQUIPMENT MANAGEMENT
Provide building and equipment for CPS
Manage CTE buildings and equipment
Manage the purchase of equipment, supplies and insurance
Manage technology

E.

F.

G-

H.

BUSINESS AND FINANCIAL MANAGEMENT
43 Prepare CPS budgets
44 Identify financial resources for CPS
45 Develop applications and grant proposals for funding CPS

I.

ORGANIZATIONAL IMPROVEMENT
46 Use information resources to help improve CPS programs
47 Collect data for decision making
48 Coordinate NCA and school improvement activities

J.

INTEGRATION OF ACADEMIC AND CTE
49 Create needs assessment of student academic deficiencies
50 Work with academic teachers in developing contextual activities

K

RECORDKEEPING
51 Coordinate recordkeeping with local, state and districts

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

139
Section Two
The T ask Analysis
C areer P rep a ra tio n System A d m in istrato r
Duties, T asks, an d Steps

A.

PROGRAM PLANNING, DEVELOPMENT AND EVALUATION
1 Develop local plans for Career Preparation Systems (CPS)
a Survey student and parent interests
b Collect and analyze manpower needs assessment data
c Direct occupational task analysis for use in curriculum development
d Direct the identification of entry-level requirements for jobs
e Involve community representatives in program planning and development
f Obtain state and federal services and resources for program development
g Cooperate with district, county, regional, and state agencies in developing and operating
CTE programs
h Prepare annual program plans
i Prepare and update long-range program goals
j Develop overall CTE program goals
k Coordinate district curriculum development efforts
1 Approve courses of study
m Establish school admission and graduation requirements
n Recommend program policies to the administration and board
0 Implement local board and administrative policies

2

Develop and seek approval for a new funded, state-approved program
a Create a letter of intent
**get list

3
a
b
c
d
e
f
g
h
i
,i

Direct program evaluation
Develop plans for evaluating instructional programs
Direct self-evaluation of the district CTE programs
Involve external evaluation personnel in assessing program effectiveness
Design and select instruments for evaluating the instructional program
Evaluate the effectiveness of instructional program
Initiate student and employer follow-up studies; analyze data
Recommend curriculum revisions based on evaluation data
Analyze student testing and grading data and procedures
Prepare for state or federal compliance visits such as OCR and MIOSHA
Prepare for program evaluation such as NATEF
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4

Develop and implement tech prep plans
Coordinate curriculum with community colleges and other educational agencies
Organize meetings between instructors at all levels
Align/develop curriculum
Create and update articulation plans
Facilitate dual enrollment of students in tech prep programs
Develop promotional activities (such as informing counselors, create promotional
materials for students, etc.)
8 Collect data on student enrollment in tech prep

a
b
c
d
e
f

5

Develop and implement regional Perkins Plan
a Create regional plan
—servicing special needs
-program improvement plans
—evaluation and assessment
—gender equity
—counseling
—promotions
—secure sign offs of all involved (EAG, LEA)
b Align plan across region for permissible and required
c Document progress on performance indicators across all students K-12
-placement
—MEAP scores

6

Develop Career Preparation System (CPS) plan
a Coordinate the development of the CPS plan
b Comply with performance indicators of the EDP and Career Pathways (and two other
optional sources)
c Generate gap analysis
d Integrate and maintain academic staff involvement
e Align with environmental scan data of WFDB
f Participate with the EAG leadership team
8 Complete yearly evaluation and generate new action plans
h Follow cross-walk to avoid duplication of services
i Generate action plans and time lines
j Evaluate completion of the action plans

7
a
b
c
d
e
f
8
h

Participate in risk management activities
Participate in issuing student work permits
Work with legal professionals in resolving real and potential legal problems
Participate in in-services regarding employment issues and work-based learning
Participate in state standards (such as fire marshall, MIOSHA, etc.)
Comply with licensing requirements (day care, cosmetology, electricians, etc.)
Create district and building safety plans
Work with agencies such as police, hospitals, emergency, toxic spills, etc.
Create emergency action plans
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B.
8
a
b
c
d
e
f
g
h
i
9

Guide the development and improvement of instruction
a Guide staff in selecting and using effective instructional strategies (such as cooperative
learning, individualized instruction)
b Promote the integration of CTE student organizational activities into the instructional
program
c Provide for work-based learning programs (including cooperative ed, apprenticeship,
etc.)
d Provide for supplemental/remedial instructional programs
e Provide for adult/continuing education programs
f Guide the articulation of secondary and postsecondary CTE program objectives
8 Approve selection of instructional equipment, materials and technology
h Maintain a learning resources center for students
i Coordinate local demonstration, pilot, research and exemplary programs
j Interpret and use research results for program development and improvement
k Analyze the school's and community's feelings toward educational change
1 Provide mentoring services and work-based learning activities for teachers

10
a
b
c
d
11

INSTRUCTIONAL MANAGEMENT
Direct curriculum development (including Career Pathways)
Establish instructional program entry and completion requirements
Design and oversee student progress reporting procedures
Establish and implement a curriculum design that will achieve the school's instruction
goals
Guide staff in integrating and articulating the CTE program with the total educational
program
Prepare and update long-range program goals
Coordinate district curriculum development efforts
Guide development of supplemental/remedial instructional program to meet student
needs
Facilitate the development of instructional management system
Facilitate the development of career pathway curriculum

Manage the development of master schedule
Oversee the development of a master schedule of course offerings
Coordinate calendar with local districts
Align personnel with master schedule
Identify linkage between master schedule and funding sources

Coordinate schedules and student transportation
a Coordinate student transportation including transportation of special populations
b Identify risk management issues regarding student transportation
c Identify risk management regarding special event transportation (field trips, cooperative
ed, etc.)
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12

a
b
c
d
e
f
g
h
i
j

13

a
b
c
d
e

14

a
b
c
d
e
f
8
h
i
j
e.
15

a
b
c
d
e
f

Plan for and implement instructional technology
Inservice staff on the use of instructional technology
Accommodate building for technology
Maintain interactive classrooms
Develop system for interactive delivery of content
Integrate technology into the curriculum
Interface building with district and regional networks
Align with district and local technology plans
Provide support services for implementing technology
Develop and implement a plan for replacement and depreciation of technology
Maintain security and virus protection for building technology

Align and maintain curriculum to standards and licensing requirements
Provide teachers with up-to-date information/inservice on national skills standards and
certification
Align career pathways curriculum to the Michigan Curriculum Frameworks
Facilitate the development of a system document student achievement of standards
completion assessment
Facilitate the process for acquiring and maintaining program certification (such as
CENA, NATEF )
Identify program licensing requirements and facilitate program licensure

Coordinate alignment (articulation) between secondary and postsecondary
Coordinate meetings between secondary and postsecondaiy faculties to discuss and
create articulation agreements and curriculum
Identify opportunities for articulation
Promote articulation arrangements to students, local districts, counselors
Conduct research to identify potential and confirm transferability of credit
Coordinate meetings with high school faculty and CTE center
Note: postsecondary implies public and private institutions
Identify legal contract of articulation agreements
Coordinate dual enrollment policy development and implementation
Coordinate meetings that provide for academic content taught in CTE courses
Coordinate meetings to have universities acknowledge credit
STUDENT SERVICES
Manage student recruitment and admissions
Design, develop, and oversee student outreach and recruitment activities and policies
Design, develop and oversee school admission policies and services
Identify issues that impact the retention of students; create policies
Assess incoming students for aptitude and interest; recommend student to appropriate
program
Diagnose student academic strengths and weaknesses
Oversee delivery of student services
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16
a
b
c
d
e
f

17

M aintain school discipline
a Establish student rules and policies (such as attendance and discipline)
b Provide orientation to students and parents on rules and regulations
c Enforce student rules and policies

18
a
b
c
d
e
f
3
h

Establish a student placement service and coordinate follow-up studies
Provide for student referral for work-based learning activities
Maintain database for students and employers on work-based learning experiences
Initiate student and employer follow-up studies; analyze data
Implement work-based learning program
Implement annual and long range follow-up students
Confirm development of training agreements with employers
Recruit employers for work-based learning experiences
Inservice faculty and counselors on work-based learning

a
b
c
d
e
f

Provide incentives for implementation of student organization
Identify potential student organizations
Encourage instructors to participate in student organization activities
Complete application for student organizations
Identify funding resources for student organizations
Approve student organization fund-raising activities and competitions
Provide information to integrate student organization activities with curriculum

19

20

Provide systematic guidance services
Design, develop and oversee student guidance and testing services
Design, develop and oversee student job placement and follow-up services
Provide for a student record-keeping system
Interpret and apply student rights, laws, and regulations
Provide method for updating EDP on students; confirm annual updating
Refer students to intervention services

Implement classroom management systems
a Provide in-service to teachers and staff on various methods
—Glasser
—Assertive Discipline
—character education
—team building and ROPES course
b Provide safety training
c Provide leadership activities
d Provide inservice to teachers for managing laboratoiy, budgets, and inventory
e Coordinate and participate in managing and auditing school-based enterprises
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21

Plan and establish student services for special populations
Hire, provide training and supervise para-professionals for special populations
Participate in IEPC's
Collect and maintain records on special population students
Confirm accuracy of data
Provide special accommodations (including physical and emotional needs) of special
populations
f Meet with parents and counselors of special needs students
g Identify legal issues related to special populations (ADA, 504, etc.)

a
b
c
d
e

22

g
h

Create a crisis management and security program
Conduct survey/audit of land and building
Develop a plan; adopt and implement
Update plan annually
Coordinate plan with community-based agencies
—law enforcement
—fire department
—prosecuting attorney
Create procedure for zero-tolerance
Participate in the development and implement for the prevention of all types of
harassment
Provide inservice on crisis management and security programs
Provide training for universal precautions

a
b
c
d
e
f
g
h
i
j
j
e

PERSONNEL MANAGEMENT
Select and recruit school personnel
Prepare job descriptions
Establish staff selection and recruitment procedures
Recruit and interview potential staff
Recommend potential staff to the administration and board
Interpret the staff benefits programs
Participate in teacher recruitment fairs
Inservice staff on interviewing procedures
Identify legal and illegal issues related to hiring procedures
Verify criminal background checks on potential employees
Verify legality of hiring including citizenship
Confirm and assist in teacher and professional certification/authorization and licensure
Interpret and apply affirmative action laws and regulations

a
b
c
d

e
f

D.
23

24

Supervise CPS personnel
a Counsel and advise staff on professional matters
b Schedule staff work loads
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c
d
e
f
g

Oversee the work of teachers and other school personnel
Prepare bulletins and other communications designed to keep staff informed
Plan and conduct staff meetings
Conduct orientation programs for students and staff
Coordinate mentoring for new teachers and staff

a
b
c
d
e
f
g

Evaluate staff performance
Observe and evaluate staff performance; recommend action plans for improvement
Provide guidance to the staff in legal matters affecting the school program
Interpret and apply licensing and certification regulations
Interpret and apply labor laws and regulations
Conduct recognition programs for students, staff and community supporters
Implement progressive discipline policies and procedures
Recommend non-renewal and termination policies and procedures

a
b
c
d
e
f
g
h
i

Manage school personnel policies and procedures
Prepare and recommend personnel policies
Prepare and maintain a personnel handbook
Assess program staffing requirements
Participate in negotiating staff working agreements
Establish and implement staff grievance procedures
Schedule staff leaves, vacations and sabbaticals
Provide for a staff record-keeping system
Provide for substitute teachers
Comply with contracted compensation time, overtime, etc. of staff

a
b
c
d
e
f
g
h

Provide mentoring system for new teachers and staff
Select mentors for new teachers and staff
Develop mentoring guidelines and content
Track and verify activities
Provide training for mentors
Comply with school code regarding mentoring
Provide orientation for mentees
Work with universities in assisting in mentoring regulations
Discuss union contracts with new teachers and staff

25

26

27

28

IT

29

Create planned program for professional staff
a Confirm that teachers have a planned program for teacher certification
b Police teachers regarding certification regulations
c Comply with MI school code regarding non-tenured faculty achieving tenure

PROFESSIONAL AND STAFF DEVELOPMENT
Appraise the personnel development needs of CTE teachers
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a
b
c
d

Assess staff development needs
Counsel staff regarding personnel development needs and activities
Analyze the IDPs of teachers
Comply with school code tenure policy and procedures

a
b
c
d
e
f
S
h
i
j

Provide and schedule staff development program
Establish and maintain a staff learning resource center
Conduct workshops and other in-service programs for professional personnel
Arrange for workshops and other in-service programs for professional personnel
Provide for in-service programs for supportive personnel
Provide for preservice programs for professional personnel
Arrange for staff exchanges with business and industry
Evaluate staff development programs
Arrange for substitute teachers
Create team culture
Create and attend recreational activities with staff

30

31

Plan for your professional development
a Maintain ethical standards expected of a professional educator
b Develop and maintain professional relationships with other administrators
c Develop and maintain professional relationships with state agencies, such as MDE,
MDCD and Treasury
d Develop and maintain relationships with personnel in professional organizations
e Participate in professional organizations and meetings
f Promote professional image through personal appearance and conduct
s Assist with the development of state and/or federal plans for CTE education
h Participate in the development of CTE education legislation
i Prepare policy and commendation statements
j Represent teacher interests and concerns to other administrators and the board
k Develop effective interpersonal skills
1 Read and use information from professional journals, reports and related materials for
self-improvement
m Apply management techniques to personal work assignments
n Develop cooperative problem-solving and decision-making skills
0 Assess personal performance as an administrator
P Coordinate linkages with postsecondaiy institutions for updates

32
a
b
c
d

33

Participate in academic administrative organizations
Identify academic professional organizations for administrators (MASA, ASCD)
Maintain membership and participate in committees
Present CTE issues to academic organizations
Co-sponsor activities with other organizations

Participate in MDE and OCTP activities
a Attend regional and state meetings
b Attend new administrator in-service
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c
d
e
f

Participate in planning and advisory committees
Write and read grants
Solicit answers from personnel
Read and respond to correspondence from MDE and OCTP

a
b
c
d
e
f
g

SCHOOL-COMMUNITY RELATIONS
Organize and work with a local and regional CPS program advisory committee
Facilitate organization and use of program advisoiy committees
Develop working relationships with employers and agencies
Participate in school organizations
Identify potential members for advisory committees; recommend appointing members
Schedule, conduct, and take minutes of advisory committees
Act on advisory committee recommendations
Organize and conduct recognition activities for advisory committee members

F.
34

35

Promote the CPS Program
Develop, implement and evaluate a plan for promoting good public relations
Create and implement marketing plan
Meet and confer with visitors
Conduct informational programs for the public (such as open house and career
awareness programs)
e Make public presentations on school programs and activities
f Plan for exhibits and displays
g Develop materials to promote the CTE program
h Write news releases for school and area media
i Promote good relationships between CTE and general education staff
j Obtain and analyze informal feedback about the school
1 Present data to appropriate organizations (boards of education, etc.)

a
b
c
d

36
a
b
c
d
e
f

Involve the Community in CPS
Involve community leaders (political and nonpolitical) in school programs and activities
Conduct public hearings and meetings on school issues
Participate in parent-teacher conferences
Conduct open-house
Coordinate teacher internships in business
Approve student teachers to work in districts

a
b
c
d
e
f

Participate in governmental and community agencies
Prepare and recommend cooperative agreements with other agencies
Promote good relationships between CTE and general education staff
Encourage staff participation in community civic, service and social organizations
Interpret and apply public "right-to-know" laws and regulations
Develop partnerships with Jr. Achievement, etc.
Participate and work with One Stop Center (Michigan Works Agencies)

37

38

Remain current in legislation activities
a Participate and remain knowledgeable of EAG of the WIB
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b Participate in Chamber of Commerce, Economic Development Corporation, Focus
Council, etc.
c Participate in work-force development board activities
d Read legislative updates

G.
a
b
c
d
e
f
g
h
i

FACILITIES AND EQUIPMENT MANAGEMENT
Provide building and equipment for CPS
Assess the need for physical facilities
Conduct land and facility feasibility studies
Recommend building sites
Recommend the selection of an architect; oversee architectural planning
Submit building and equipment specifications
Analyze building and equipment contract bids
Recommend acceptance of new buildings
Procure major equipment and furnishings
Plan space requirements for programs

a
b
c
d
e
f
g
h
i

Manage CTE buildings and equipment
Assign space according to priority needs
Develop and implement an equipment and supply inventory system
Establish preventative maintenance program for equipment and facilities
Interpret and apply health and safety laws and regulations
Develop and implement safety programs
Establish emergency plans (such as fire and disaster)
Establish and oversee a security program
Schedule and oversee community's use of facilities
Manage custodial and maintenance personnel

39

40

41

Manage the purchase of equipment, supplies and insurance
Develop long-range building and equipment plans
Prepare and submit renovation and alteration plans
Maintain inventory of supplies and equipment
Identify funding sources
Comply with policies and procedures for donated equipment and getting rid of
equipment
f Comply with salvage policies and procedures (auctions, selling, etc.)

a
b
c
d
e

42
a
b
c
d
e

Manage technology
Develop and implement a technology plan
Identify maintenance schedule and capital replacement features
Provide adequate support for building technology
Create specifications on equipment
Provide in-service on technology
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H.
43

a
b
c
d
e
f
g
h
44

a
b
c
d
e
f
g
45

a
b
c
d
e
f

I.
46

a
b
c
d
47

BUSINESS AND FINANCIAL MANAGEMENT
Prepare CPS budgets
Prepare and recommend business policies
Comply with purchasing and payment procedures
Comply with receiving and shipping procedures
Prepare and regulate operational, capital improvement and program budgets
Prepare long-range budgets based on total program requirements
Adopt an appropriate financial accounting system
Respond to business correspondence
Prepare data for local, state and federal reports
Identify financial resources for CPS
Analyze the cost of operating various instructional programs
Locate sources of funds for program development and operation
Approve all major expenditures
Approve all requisitions and work orders
Determine insurance coverage needs
Comply with added cost policies and procedures
Comply with Perkins financial regulations
Develop applications and grant proposals for funding CPS
Write proposals for the funding of new programs and the improvement of existing
programs
Interpret and apply state and/or federal CTE education legislation
Interpret and apply other relevant state and federal legislation (such as WIA)
Close out contracts
Collect data and write final reports (fiscal and narrative)
Identify sources for potential funding (Federal Register, Federal Contracts and Grant
Weekly, etc.)

ORGANIZATIONAL IMPROVEMENT
Use information resources to help improve CPS programs
Coordinate local demonstration, pilot and exemplary programs
Design and oversee local research studies; interpret and use results
Monitor environmental scans report
Monitor on-line resources (including MCCTE)

Collect data for decision making
a Collect VEDS data
b Create annual consumer report
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c
d
e
f

Verify endorsed diploma status
Collect placement data for program decisions
Coordinate CTE annual follow-up
Compile enrollment data (annual and long-range)
g Create yearly comparison information

48
a
b
c
d
e

J.
49

a
b
c
d
e
50

Coordinate NCA and school improvement activities
Comply with NCA policies and regulations
Create NCA goals/transitions and monitor progress toward meeting them
Create and supervise school improvement team activities
Empower teachers to make improvements
Create action plans

IN T E G R A T IO N O F A CA D EM IC AND C TE
C reate needs assessm ent o f student academ ic deficiencies
Develop and implement curriculum
Assess and revise curriculum
Develop baseline data of academic achievement o f students; monitor student
progress
Hire and train staff in assessment (certified and non-certified)
Partner with academic institutions

W o rk w ith academ ic teachers in developing contextual activities
a Provide support for CTE teachers to participate in academic integration teams
b Participate in Making Connections workshops and activities
c Provide support to teachers for attending applied academic workshops (i.e.,
CORD, Analyze and Apply, etc.)

K.
51

a
b
c
d
e
f
g
h
i

R E C O R D K E E PIN G
C oordinate recordkeeping w ith local, state an d districts
Verify endorsed diplomas
Collect and verify enrollment and attendance data
Coordinate data collection for state, federal reporting
Participate in graduation audits of students
Verify eligibility and attainment of goals of students; report data as appropriate
Verify placement data for local districts
Participate in financial audits; comply with requests
Comply with state and federal policies and regulations regarding recordkeeping
Confirm skill certification for specific certification programs (such as
cosmetology, etc.)
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Maintain files on student skills assessment for appropriate period of time
Provide resume services for students
Manage and update web site information
Maintain records o f minutes of advisory and faculty committees
Collect and submit OCR data requests
Collect and maintain EAG records
Maintain
training plans and training agreements
P
r Maintain contracts

j
k
1
m
n
0
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DACUM PERFORMED FOR

Dr. Carl Woloszyk, Professor
Western Michigan University

JOB TITLE ANALYZED

Career Preparation System Administrator

DACUM LOCATION

WMU Lansing Regional Center
6015 West St. Joseph Highway
Lansing, MI 48917

DACUM FACILITATOR

Dr. Katherine (Kitty) Manley
Professor
College of Education and Human Services
Ferris State University
Big Rapids, MI 49307

DACUM PANEL

Karen Pohja, MDCD
Cliff Akujobi, MDCD
Eva Coffee, MDCD
Stan Evers, Calhoun Area Technical Center
Marilouise Hagenberg, Southwest MI
Community College
John Olson, Genessee ISD
Fred Stanley, St. Clair ISD
Michael Pung, Mt. Pleasant ISD

DACUM DATE

March 23, 2001
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Informed Consent Letter
{Date}

Dear CPS Administrator:
As you may be aware, Western Michigan University has implemented a Leadership
Development Program (LDP) to prepare future Career and Technical Education (CTE)
administrators. During the first two years of the program, content has been designed around a
previous DACUM study using an advisory group of CTE administrators.
You are invited to participate in a research project entitled Job Task Survey for Career
Preparation System Administrators (CPS) designed to analyze the importance and the
frequency of job tasks performed by CPS administrators. The study is being conducted by Dr.
Carl Woloszyk and Julia VanderMolen from Western Michigan University’s, Department of
Family and Consumer Science. This research is being conducted as part of a Leadership
Development Program requirement for Julia VanderMolen.
This survey is comprised of three demographic questions and 11 questions checklist and will
take approximately 15 to 20 minutes to complete. Your replies will be completely anonymous;
so do not put your name anywhere on the form. You may choose to not answer any question and
simply leave it blank. If you choose to not participate in this survey, you may either return the
blank survey or you may discard it. Returning the survey indicates your consent for use of the
answers you supply. If you have any question regarding the survey you may contact Dr. Carl
Woloszyk at 616-771-9912 or Julia VanderMolen, CTE Doctoral Associate at 616-771-9913.
You may also contact the Chair, Human Subjects Institutional Review Board (616-387-8293) or
the Vice President for Research (616-387-8298), if questions or problems arise during the course
of the study.
This consent document has been approved for use for one year by the Human Subjects
Institutional Review Board as indicated by the stamped date and signature of the board chair in
the upper right comer. You should not participate in this project if the stamped date is more than
one year old.
Sincerely,
Julia K VanderMolen.
Doctoral Associate Career and Technical Education
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Job Task Survey for Career Preparation System Administrators (CPS)
Part I. Participant Information
Directions for Part I: Please check the following demographic items.
1. Job Title (50% or more of your job assignment)

3.

2. Organization Type:

□

Local CTE Director

□

Local K-12 System

□

Shared Time CTE Director

□

Technical Center

□

Area Center Director/Principal

□

K-12 Consortium

□

Community College Dean

□

Community College

□

Other

□

Other

Years of Experience in Administration

d

0-3 years

o

4-5 years

o

6-9 years

o
n

10-14 years
15 or more

Part II. Job Assignment Information
Directions'. Please check the box under each duty area that describes the importance and frequency o f the job task
performed by you as a Career Preparation System (CPS) Administrator.
Duty Areas
A. Business & Financial

How important is this job task?
Very
Somewhat
Important
Important Important

How often do you perform this task?
Not
Important

Daily

Weekly

Monthly

A1. Prepare Career
Preparation System
(CPS) budget
A2. Identify financial
resources for CPS
A3. Develop
applications/grant
proposals for funding
CPS
B. Facilities & Equipment
Management
B1. Provide building and
equipment for CPS
equipment
B2. Manage CTE
buildings and equipment
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Yearly

NA

157
B3. Manage the
purchase of equipment,
supplies, and insurance

B4. Manage technology
C. integration of
Academic & CTE
Programs
C1. Create needs
assessment of student
academic deficiencies
C2. Work with academic
teachers in developing
contextual activities.

Very
important

Important

Somewhat
Important

Not
Important

Daily

Weekly

Monthly

Yealy

NA

D, Instructional
Management
D1. Direct curriculum
development (including
Career Pathways)
D2. Guide the
development and
improvement of
instruction
D3. Manage the
development of master
schedule
D4. Coordinate
schedules and student
transportation
D5. Plan for and
implement instructional
technology
D6. Align and maintain
curriculum to standards
and licensing
requirements
D7. Coordinate
alignment (articulation)
between secondary and
post secondary

Very
Important

Important

Somewhat
Important

Not
Important

Daily

Weekly

Monthly

Yearly

NA

E. Organizational
Improvement
E1. Use information
resources to improve
CPS programs
E2. Collect data for
decision making

Very
Important

important

Somewhat
Important

Not
Important

Daily

Weekly

Monthly

Yearly

NA

E3. Coordinate NCA and
school improvement
activities

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

158

F. Personnel
Management

Very
Important

Important

Somewhat
Important

Not
Important

Daily

Weekly

Monthly

Yearly

NA

Very
Important

Important

Somewhat
Important

Not
Important

Daily

Weekly

Monthly

Yearly

NA

Very
Important

Important

Somewhat
Important

Not
Important

Daily

Weekly

Monthly

Yearly

NA

F1. Select and recruit
school personnel
F2. Supervise CPS
personnel
F3. Evaluate staff
performance
F4. Manage school
personnel policies and
procedures
F5. Provide mentoring
system for new teachers
and staff
F6. Create planned
program for professional
staff
G. Professional and Staff
Development
G1. Appraise personnel
development needs of
CTE teachers
G2. Provide and
schedule staff
development programs
G3. Plan for your own
professional development
G4. Participate in
academic administrative
organizations
G5. Participate in MDCD
and OCTP activities
Hk Program Planning,
Development &
Evaluation
H1. Develop local plans
for Career Preparation
System (CPS)
H2. Develop and seek
approval for new stateapproved programs
H3. Direct program
evaluation
H4. Develop and
implement tech prep
plans
H5. Develop and
implement regional
Perkins Plan
H6. Develop Career
Preparation System
(CPS) plan
H7. Participate in risk
management activities

Reproduced with permission of the copyright owner. Further reproduction prohibited without permission.

159

1. Recordkeeping
11. Coordinate
recordkeeping with local
and regional school
districts, and state
agencies
J. School-Community
Relations

Very
Important

Important

Somewhat
Important

Not
Important

Daily

Weekly

Monthly

Yearly

NA

Very
Important

Important

Somewhat
Important

Not
Important

Daily

Weekly

Monthly

Yearly

NA

Very
Important

Important

Somewhat
Important

Not
Important

Daily

Weekly

Monthly

Yearly

NA

J1. Organize and work
with a local and regional
CPS program advisory
committee
J2. Promote the CPS
program
J3. Involve the
community in CPS
J4. Participate in
government and
community agencies
J5. Remain current with
legislation activities
J1. Organize and work
with a local and regional
CPS program advisory
committee
J2. Promote the CPS
program
K. Student Services
K1. Manage student
recruitment and
admissions
K2. Provide systematic
guidance services
K3. Maintain school
discipline
K4. Establish a student
placement service and
coordinate follow-up
studies
K5. Provide incentives
for the implementation of
student organizations
K6. Implement
classroom management
systems
K7. Plan and establish
student services for
special populations
K8. Create a crisis
management and
security program
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